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ABSTRACT 

Workplace literacy projects were established at Warn 
Industries, a winch and hubcap maker, and Oregon Cutting Systems 
(OCS) , a producer of cutting edges supplying the timber industry by 
Clackamas Community college (Oregon). At Warn, project staff 
developed functional context materials, delivered instruction to a 
math class, and implemented a basic computer class. At OCS, staff 
taught basic math and basic computer classes. The best recruitment 
ideas at OCS were a combination of offering a popular subject, 
keeping the class to 9 hours, and providing enough information so 
that people could screen themselves in and out. The combination of 
paying the employees to take classes and paying them for improved 
skills motivated Warn employees. (Other contents of the report 
include demographic data, sample workplace literacy audit forms, pre- 
post-test summaries and samples, and completed participant evaluation 
forms. Part 2 of this report contains the curricula. The OCS and Warn 
math class curriculum contains problems and exercises. Separate 
curricula are provided for the OCS and Warn computer basics classes. 
Both are in a programmed note package format.) (YLB) 

* Reproductions supplied by EDRS are the best that can be made 

* from the original document. 
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APPENDIX V. Instructors' Reports and Sample Curriculum Materials 

A. Clackamas Community College: 

Oregon Cutting Systems - Scott Copeland 

Basic Math 
Computer Basics 

Warn Industries, Inc. - Scott Copeland 

Shop Math 
Computer Basics 
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A SHORT HISTORY OF THREE WORKPLACE LITERACY 
PROJECTS: LOSING AND GAINING BUSINESS 
PARTNERS. 

Our first business partner was tfie local giant Precision Cast Parts Company 
which makes parts for the Challenger nose cone and Boeing airplane parts among 
other products. We had the enthusiastic support from the company president and 
the manager of human relations to set a literacy project In their Titaniunw plant 
They knew exactly what department they wanted us to work with. Helen Humphreys 
and Mary Craven spent three days doing a basic skills audit Including twelve 
interviews with workers.The team leader of the production line was behind the 
project and wanted to help as much as he could. We were invigorated by the scope 
and importance of the basic skills problem. 

The company had a production and safety problem having to do with the 
inability of the production line workers to do the math ratio and proportions 
necessary to change the ph in acid baths. The production line where this was 
happening was a small but important link in production. Also errors In calculations 
could result in faulty product and In environmental and personal safety issues. 

despite the perfect workplace literacy scenario, we were not able to set up 
even one class. We were stonewalled: we would set up meetings that managers 
didn't come to, we didn't get return calls, we couldnt get a classroom reserved. 
What happened? We can only speculate, but during this time the company was 
assessed a huge fine for environmental pollution, and our production line may have 
been involved. Also during this period every manager in the company was 
reassigned or let go. We lost our sympathetic HR manager one day before the 
project was to start The new HR manager not only was in the dark about the 
project, but she had neither time or knowledge to supervise it The company 
president still voiced support of the idea,but we finally came to an understanding 
with him that can be summarized as "maybe next time." 

The impact of losing Precision Cast Parts eight months into the project was 
sickening but not fatal. We not only lost the project but also we lost two of the 
three college faculty initially interested in workplace literacy; they were 
disheartened and went on to greener pastures. We had also endured some criticism 
form our customized contracts department (EMD). ElVID had arranged many 
management training projects for Precision Cast Parts and felt we were offering a 
service for free that they could charge for. 

Luckily, I had a contact at an interesting, small company less than two miles 
from our learning lab. Warn Industries, a winch and hubcap maker was already 
interested in workplace literacy. The short version of our relationship was that we 
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officially pulled out of Precision Cast Parts on a Wednesday, I contacted Warn's HR 
manager on Friday and we started classes Tuesday. We have had a warm and 
mutually beneficial relationship with Warn and its employees for the balance of the 
project In fact, Warn hired our workplace literacy instructor as a full tlnie employee! 

In the meantime, Oregon Cutting Systems had agreed to be our second 
business partner.They are an international company producing cutting edges for 
all kinds of Industries but In Oregon they specialize In supplying the timber 
Industry. Our education laboratory (Targeted Learning Center) had a long 
relationship with OCS. We had found OCS to be Interested In the education of all 
Its employees. They even had a quality circle (ODONS) whose special Interest was 
employee education. ODONS wanted to set up a miniature Targeted Learning 
Center at OCS for the purpose of reaching people with the lowest literacy levels in 
a format that would neither frighten nor jeopardize their jobs. We surveyed the 
population for educational interest with excellent response. We found a significant 
number of responses from the population were targeting but getting them to come 
to a class held on the work site was a different story. The people who were low 
In reading and math or who wanted to get a GED would come to Targeted Learning 
Center v^ith Its relative anonymity, but they would not come to classes or tutoring 
at their worksite. Even writing and business English classes didn't draw enough 
people to justify continuing. Our most enthusiastic response was for computer 
basics. Including keyboardlng. OCS is a very computer oriented company but most 
of their Inhouse training Is for higher applications. Evidently, there was a layer of 
people who needed some help jumping in to the computer world. Our relationship 
with the ODONS committee has been pleasant and stimulating. They have never 
lost sight of their vision nor lost their compassion and concern for those peers who 
work under the handicap of illiteracy. 
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Teacher Narrative: Warn Shop Math 



Initial Contact: 

Warn had begun «i math class for the basic skills learner prior to our 
involvement. We convinced them that, with the aid of the grant, we could develop 
functional context materials for the class and deliver instruction. They were eager 
to do this. 



Development: 

Initially 30 hours were spent performing literacy {ask analysis on math taslcs 
performed in the plant. Later, 10 hours were spent surveying needs and prioritizing 
instructional objectives. Throughout the project, another 20 hours was spent in 
task analysis and needs assessment activity. Curriculum development took 
approximately 120 hours. Development off pre-tests/ post-tests and administrative 
tasks took about 30 hours initially and weekly administrative and individual 
consultation averaged 3 to 5 hours per week. 



Delivery of Instruction: 

I took over the class immediately and incorporated the new materials as soon 
as they were ready. The class meets for 1 hour, two times per week. Class 
activities involve discussion of skill applications on the job, worksheets modeled 
after actual tasks and on-one-one or small group demonstrations of the skills. The 
course is open exit and most workers finish after about 20 hours of instruction. 
The post-test scores are quite high. 

The typical learner either has forgotten math skills learned in school or never 
really understood the concepts and how math relates to on-the-job problem solving. 



Evaluation: 



Response has been very favorable (see evaluation comments). One problem 
has arisen in that some employees do not expect to be cross-trained to the extent 
that we expected when selecting the critical tas::s. We plan to develop another 
class for the "non-shop" worker this year. 

Many students have praised the class as being easy and practical. Supervisor 
response has been positive as well. 



Teacher Narrative: Warn Basic Computer 
Initial Contact: 

The company expressed concerns that many workers were intimidated by 
computers and wished to see a basic skills class taught on computers. Initially, it 
seemed that many workers would soon be asked to perform tasks on PC's and the 
Novell network. The goal of instruction was to make employees more comfortable 
around computers and more fluent with the concepts and terminology. 

Development: 

I spent 20 hours with personnel that were newly competent on PC's and the 
network. I spent 10 hours with the companies trainers and information services 
people. Several task analysis were conducted and a list of competencies were 
developed. From this list, a 16 hour curriculum was developed (approx. 80 hours). 
A screening system with a pretest was devised to allow the classes to have a 
homogenous level of knowledge and skills. The company took over the screening 
process and did not pay attention to knowledge levels or needs when assigning 
workers to the class. Seven laptop computers were set up for class and take home 
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work. 



Delivery of Instruction: 

The classes met for 1 hour twice a week for an average of 16 hours of class 
time. Many students stayed after to ask specific questions related to problems they 
were working on. An extra session was set up for workers who missed too many 
classes to keep up. For four weeks, a group of 4 workers came to a class to work 
on applications they were using for work t9«)ks. 

The sessions began with a discussion of vocabulary and whenever possible, 
an application of the vocabulary or concept was done on the laptops. Each worker 
was involved in a project on a word processor or spreadsheet. The company's 
logistical limitations precluded the desired time on the network and their mainframe 
system (AMAPS). Not being able to access these two systems was a 
disappointment to many students (see the evaluations). But several classes did 
deal with the concepts and ideas behind the systems. 

Evaluation: 

In many classes, workers shared laptops and worked together on projects. 
For the initially intimidated, this worked well, they were never alone. For the more 
competent user, having to share a computer was viewed as a negative aspect of 
the class. These workers also felt the course was loo basic." Had the initial 
screening process been utilized these problems would have been averted. 

A post test was conducted with the group of workers who were the initial 
target of the course (little or no computer knowledge/skill). The pre/post progress 
and comments on the evaluations indicate that our objective was met. A group of 
workers is now more comfortable around computers and has a significant grasp of 
the terminology and concepts involved. 



Teacher Narrative: OCS Basic Computer 
initial CoPtact: 

Initial interest in some other basic skills courses was sagging at OCS. The 
idea of doing a basic computer course was due in part to earlier success with the 
class a Warn. A gap existed in OCS's computer training system that involved some 
basic computer skills and keyboard ability. Before one can progress in computer 
training at OCS, thoy must type 15 wpm or faster. Discussions with several of their 
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In-house trainers also indicated l need for students to possess a more complete 
understanding of the concipts and terminology used with PC's. 

Development: 

• 

An audit was conducted with four Ir-house Instructors and two students who 
had gone through some courses and became competent with computers on the Job. 
Each Interview yielded a list of competencies that a basic computer course at OCS 
should address. This information was used to develop a curriculum which included 
time spent with vocabulary and on the computers with a spreadsheet and word 
processor. Time and Instruction in keyboarding was also provided. 



Delivery: 

Each session involved discussion and hands on participation. Several 
projects were used to give the students a chance to v/ork with the applications. 
The company provided PC's in a lab with a datavue. it was a wonderful 
Instructional environment. An assistant was utilized to allow as much one-on-one 
as possible. The course was briet, 9 hours, but indications are that many of the 
students will be enrolling In more courses in early '92. 

Evaluation: 

Two survey formats were used (see evaluations). Botu indicated the class 
was a success. The company has agreed to include the class in future offerings 
in their training system. A supervisors ' survey has not been returned ye*. 



Teacher Narrative: OCS Basic Math 
initial Contact: 

I tool( over this class after the initial development. We pursued the idea of 
developing functional context materials with this group but got little response. The 
students had a clear idea of their need and we worlted with what had. 

Development: 

No further development was done, except to secure some texts that 
addressed the students' needs. 

Delivery: 

The course was more of a study group with never more than three Oe four in 

o attendance. Work was generally self study from a variety of texts (a machine math 
ERJC 11 



and SPC text were used as well). Group discussion was utilized whenever more 
than one worker was working on similar skills. 

Evaluation: 

Comments are all favorable. The company is still trying to collect the participant's 
post surveys. Some data was included In the interim report. 
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DEMOGRAPHICS 
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Demographic Summary 

Course Title: OCS U;o!rV^e<'- to^^e<t^ 
Company/Sile: fatc^erVeA l-earv\»\n^ Cevyfer 

1. Age Distribution 

18 or younger: 19 to 25 yrs.: | 26 to 36: 1. 36 to 50: ? 51 to 65: J 65 or older: 

2. Et'iinic/Race Groups 

White: Black: / Indian: fif Hispanic: / Other: / 

3. Gender Male: 3 Female: 

4. Marital Status (Single and Head of Household overlap) 
Single: ^ Married ^ Head of Hoiisehold: ^ 

5. Tenure 

Less than 1 yr.: 0 1 to 2 yrs: | 3 to 5 yrs: 2- 6 to 10 yrs: / over 10 yrs: 7 

6. and 7.: answers vary widely, raw data is avaDable. 

8. School completion 

below grade 8: ^ 8:^ 9:j/ 10:2 11:0 12:^ GEO: / 3 CoWie Colifq^ 

Degrees Yes:^No: 2. AA: p BS/BA: ^ MS/MA: 0 3 y^C> ^^Co 

9. Reasons for attending 

^ :improve job performance 
g :qualify for future job postings 
q :further my education 
^ :personal goals 

2 :rmd out more about this kind of training 
I :to become more active in company training programs 
p :other (see attached summaries) 

10. Best way to learn Lf ;Read about it 

% :Lislen to presentations or talks 
7 :Have someone show and tell me 
^ :other 



See summaries for other comments 
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Demographic Summary 

Course Title: DCS - C6W\p(jte< B^SiC^ 5 Z 

Company/Site: 0C£ "OocjiOOi^ kj^) 

1. Age Distribution 

18 or younger:fz519 to 25 yrs.. J 26 to 36:/^ 36 to 50: 21 51 to 65: 12 65 or older: / 

2. Ethnic/Race Groups 

White: M"7 Black: Z Indian: ^) Hispanic: 3 Other: ^ 

3. Gender Male: 2-1 Female: 3 1 

4. Marital Status (Single and Head of Household overlap) 
Single: I"? Married 33- Head of Household: "2- 

5. Tenure 

Less than 1 yr.: | 1 to 2 yrs: ^ 3 to 5 yrs: ^ 6 to 10 yrs: ^ over 10 yrs: Z 

6. and 7.: answers vary widely, raw data is available. 

8. School completion g 6<?W^ Co\le^^^ 
below grade 8: ffi 8:^ 9j 10:^ 11:3 12:;3 GED: ^ C\^^^l 

Degrees Yes: | No: HQ AA: 5 BS/BA: ^ MS/MA: l i^eCf OJ;. Coll^cf^ 

9. Reasons for attending 

:miprove job performance 
1*^ :qualify for future job postings. 

:further my education 
J (o :personal goals 
t3 :find out more about this kind of training 
IS> :to become more active in company training programs 

:other (see attached summaries) 

10. Best way to learn '7: Read about it 

2 :Lislen to presentations or talks 
i!/2-Have someone show and tell me 
I :olher 

S : sun-jnaries for other comments 1 5 
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Demographic Summary 
Course Title: lOUrf) - ^VV^pufeC B^SVCS 

Company/Site: (^^^^ Jv^USVf/tfC l^Si^Oq (Tollfi^C k|0+Op5 

1. Age Distribution 

18 or younger:^19 to 25 yrs.:^ 26 to 36: ^(c? 36 to 50: hS 51 to 65:^3 65 or older: / 

2. Ethnic/Race Groups 

White: /Z^ Black: 1 Indian: Qj Hispanic: ^ Other: ^ ('A^lOvC) 

3. Gender Male: Female: 4& 



4. Marital Status (Single and Head of Household overlap) 
Single: l\Z Married Head of Household: )5 

5. Tenure 

Less than 1 yr.: g 1 to 2 yrs: 3 to 5 yrs: 2| 6 to 10 yrs: 33 over 10 yrs: 

6. and 7.: answers vary widely, raw data is available. 

8. School completion 

below grade 8: I ^: 9: Z 10:2 11: V 12:75 GED: S S<:>^ CoV^^C, 

Degrees Yes: / No: //o AA. i<C> BS/BA: 5 MS/MA: j|( 6f O^We^^je. . 

9. Reasons for attending 

/Oty:improve job performance 
^,(;:quaiify for future job postings 
/02 ^further my education 
yo :personal goals 

/O :fmd out more about this kind of training 
(^if :to become more active in company training programs 
Af :other (see attached summaries) 

10. Best way to learn )<^:Read about it 

jij :Listen to presentations or talks 
Qt/ :Have someone show and tell me 
^ :other 

o^^'je summaries for other comments ~~ 
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Demographic Summary 



Course Title: UCf ^ 6^^dp i^^+h 
Company/Site: (^^^ 



1. Age Dislribution 

18 or younger:^19 to 25 yrs.:IZ 26 to 36: 33 36 to 50: <^G> 51 to 65: 7 65 or older: 

2. Ethnic/Race Groups 

White: 7/ Black: Z Indian: / ^Hispanic: 3 Other: 3 

3. Gender Male: Female: 33 

4. Marital Status (Single and Head of Household overlap) 
Single: Married Sd Head of Household: V 

5. Tenure 

Less than 1 yr.: /I 1 to 2 yrs: 3 to 5 yrs: 2^ 6 to 10 yrs: f3 over 10 yrs: 

6. and 7.: answers vary widely, raw data is available. 

8. School completion 

below grade 8: / 8: 9: 2. 10: / 11: J 12:5^ GED: V 
Degrees Yes:aLNo:76 A A: / BS/BA: p MS/MA: 0 

9. Reasons for attending 

^1 :improve job performance 

^1 :qualify for future job postings 

55 :further my education 

J5 :personal goals 

J :rind out more abou-t this kind of training 

31 :to become more active in company training programs 

0 :other (see attached summaries) ^ru&Vi up^ V^^^-VViJ 

10. Best way to learn ^o^f^^ad about it 

// :Listen to presentations or talks 

:Have someone show and tell me 
I :other 
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Demographic Summary 

Course Title: IParA lOO/Ke^i • ^e^;/y^4>f§ - E^^' C 
Company/Site: T(X^rc^ If L^Ct^Ci'^Ci Ce^^ef 

, 5^ 

1. Age Distribution 

18 or younger:019 to 25 yrs.: q 26 to 36: O 36 to 50: g 51 to 65: C 65 or older: <3 



2. Ethnic/Race Groups 

White: Black: Indian: Hispanic: Other. / fitU'CiV\ 

3. Gender Male: 2- Female: 3 



4. Marital Status (Single anu Head of Household overlap) 
Single: Married ^ Head of Household: / 

5. Tenure 

Less than 1 yr.: ^ 1 to 2 yrs: Z 3 to 5 yrs: p< 6 to 10 yrs: 2. over 10 yrs: / 

6. and 7.: answers vary widely, raw data is available. 

8. School completion 

below grade 8: ^ 8: / 9: / 10: II: 12:/ GED: Z 
Degrees Yes: No: 5 AA: BS/BA: MS/MA: 

9. Reasons for attending 

:improve job performance 
J :qualify for future job postings 
^ :furlher my education 
^ :personal goals 

:nnd out more about this kind of training 

:to become more active in company training programs 

:other (see attached summaries) 

10. Best way to learn / :Read about it 

/ :Listen to presentations or talks 
^ :Have someone show and tell me 
^ :other 

^ee sumn-iaries for other comments 
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SAMPLE OF REGISTRATION FORMS 




REGISTRATION FORM 



I. Personal Information 
Nsune. — 

Current Address: 



Telephone i\"uinber:_^_^^ Birthdate: 

1. What is your age group? 



le-ieyra. Id^Syrs. 26^ra. 36-50yr9. Sl^yra. eS-yra! 

2. What is your ethnic group? 

l._>L.White 2. Black 3. Indian 4. ^Hispanic 5. Other 

3. What is your gender? 1. X Male 2. Female 

4. Circle: Single (^ rried ) Head of Household 

II. Employment Information: 

Extension No.# V^y>? Mailbox rA/y? ' i^<^^cl<fr ^t^^h iy^^ i:^re^^^ 

5. How long have you worked for this company? "^r^f ^'^!j7 ' '^'^ ''^ ^^i.^ ^'^^'^^ 

le»» than 1 year 1.2yr8. "s-Syrs. 6-10 yra. moro than 10 years 

6. What is your job title? ^feciricdi^ 

7. How long have you worked in this job title? /? 73 

(beginning date) 

III. Training and. Education Information: 

8. What is the last grade you complete in school? 



b^OW 8 8 9 10 11 12 GED 

1 yr college more than 1 yr. college 

Have you earned any college degrees? 
^- 2. No 3. Associates 4. Bachelors 5. Masters 
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9. Which of the following are your reasons for attending this 
class? (You may mark up to three answers.) 

K a. To improve my job performance. 
b. To qualify for future job postings. 

X c. To further my education. 

y d. To meet personal goals. 

e. To find out more about this training. 

f . To become more active in compzmy training programs 

g. Other , 

10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1. ^Read about it. 

2. Listen to presentations or talks about it. 

3 . X Have someone show and tell you about it. 

4. ^Other (Describe) 



11. Did you choose to take this class? 1. X Y es 2. ^No 

12. What do you expect to get from this class? 

A k'.g^t^r fe,/d mnK A^h-hj. 
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REGISTRATION FORM 



I. Personal Information 

Name 

Current Address* 



Telephone Number: _ Birthdate: il jl ^/,<r^ 

1. What is your age group? 



X 



16.18yra. 19-25yre. 26^r3. 36^ra. Sl^yra. 65-yre. 

2. What is your ethnic group? 

l-4;LWhite 2. Black 3. Indian 4. ^Hispanic 5. Other 

3. What is your gender? l.J[l_Male 2. Female 

4. Circle : (^^^Single^ Married Head of Household 

II. Employment Infoiaation: " 

Extension No.# Mailbo x 

5. How long have you worked for this company? 

■ y 

(ess thani year l^rs. a-Syrs. 6-10 yrs. more than 10 years 

6. What is your job title? A .<? gy//-/ nf^ PfP 

7. How long have you worked in this job title? 

(beginning date) 

III. Training and Education Information: 

8. What is the last grade you complete in school? 

y 

below 8 8 9 10 11 12 GED 



1 yr college more than 1 yr. college 

Have you earned any college degrees? 
2._^No 3. Associates 4..^ Bachelors 5. Masters 



9. Which of the following are vour reasons for attending this 
class? (You may nark up to three answers.) 

y a. To improve my job performance. 

X b. To qualify for future job postings. 

X c. To further my education. 

d. To meet personal goals. 

e. To find out more about this training. 

_____ f , To become more active in company training programs 
g. Other 

10. Which way do you BEST like to get information about something 
you need to know more zQjout? (Please mark only one answer.) 

1. ^Read eibout it. 

2. Listen to presentations or talks about it. 

3 . i H ave someone show and tell you about it. 

4. ^Other (Describe) 



11. Did you choose to take this class? 1. )^ Yes 2. _No 

12. What do you expect to get from this c].ass? 

'=%y^/j7J>-&^.A. ^ 
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REGISTRATION FORM 



I. Personal Information 

Name — 



Current Address: 



Telephone Number:. 



Birthdate : 



1. What is your age group? 



36^,3. 



51-65yra. 



65-yr3. 



3 
4 



16-18yrs. 19-25yra. 26-36yra. 

What is your ethnic group? 

l-^J^White 2._ — Black 3. Indian 4. ^Hispanic 5. other 

What is your gender? \. X M ale 2. Female 

Circle: /"Sihale y Married Head of Household 




II. Employment Information: 

Extension No.# Mailbox 



5. How long have you worked for this company? 
,41 



Ies9 than 1 y«ar 



1-2yr3. 



3-5yf9. 



6-10 yrs. 



more than 10 years 



6. What is your job title? 6-^0 on u. i^^^ Cp^fi^f^^^ 

7. How long have you worked in this job title?_ji^^a^^w^^2^ 



(beginning date) 



III. Training and Education Information: ' 

8. What is the last grade you complete in school? 

X 



below 8 8 



10 



11 



12 GED 



1 yr college 



more than l yr. college 



1. 



Have you earned any college degrees? 
.Yes 2. No 3. Associates 4. Bachelors 5. 



Masters 
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9. Which of the following are vour reasons for attending this 
class? (You may mark up to three answers.) 

_____ a. To improve my job performance. 

y b. To qualify for future job postings. 

X c. To further my education. 

^ d. To meet personal goals. 
e. To find out more about this training. 

y f . To become more active in company training programs 
/ g. other X k //^ 

10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1. ^Read about it. 

2. Listen to presentations or talks about it. 

3 . y>c H ave someone show and tell you about it. 

4. _ Other (Describe) 



11. Did you choose to take this class? 1, ?C Yes 2. No 

12. What do you expect to get from this class? 



WPL 1/15/91 



REGISTRATION FORM 



I. Personal Information 
Name. — 

Current Address: 



Telephone Number Birthdate: y^//7 A"^ 

1. What is your age group? 



16.18yra. 19.25yra. 26^ra. 3&50^n. 51-65yr3. 65^ra. 

2. What is your ethnic group? 

1.2L_White 2. Black 3. Indian 4. Hispanic 5..^ Other 

3. What is your gender? 1. ^Male 2. V Female 

4. Circle; ( ^in^ e) Married Head of Household 
II. EffiploTment Information: 

Extension No.# Mailbox 



5. How long have you worked for this company? 



lew thani year I.2yr8. jj^yrs. 6-10 yrs. more thanIO yeara 

6. What is your job title? Z.; . ^ .^.^.^-^^y 

7. How long have you worked in this job title? /^^ y )97f^ 

(beginning date) 



III. Training and Education Information: 

8. What is the last grade you complete in school? 



below 8 8 9 10 11 



2^ 



12 GED 



1 yr college more than 1 yr. college 

Have you earned any college degrees? 
2.i<__No 3. Associates 4. Bachelors 5. ^Masters 




~0 



9. Which of the following are your reasons for attending this 
class? (You may mark up to three answers.) 

a. To improve my jcb performance. 

b. To qualify for future job postings. 

c. To further my education. 

>> d. To meet personal goals. 

' e. To find out more about this training. 

f . To become more active in company training programs 

g. Otiier 

10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1 . >C R ead about it. 

2. Listen to presentations or talks about it. 

3 . H ave someone show and tell you about it. 

4. ^Other (Describe) 



11. Did you choose to take this class? l._X ^Yes 2. 

12. What do you expect to get from this class? 



No 



WPL 1/15/91 
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POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Information: _ , 

1. How long have you worked at this company? StA0.AVS 



2. How long have you done this kind of work? cjO 

3. How long have you worked in your present position? c^0^cA\/ 

4. What is your job title? E^^cAA\L[^i/ 



5. What Is your age? . 

6. What Is your sex? 



Male Female 



II. Course Information: 

7. What can you do now that you couldn't do before taking this course? 



How many classes have you attended so far? (^^^I's i^^v^^ 

^ g^? couj;s^elped you meet or work toward any of your personal 
Yes No" 

Of you checked yes, please answer the next part of the question) 
In what way? y^l4^ u ..y. f)^ < ..(^ >V).d4^ 



Rgure&-3 



Section VI: EVALUATING FUNCTIONAL CONTEXT PROGRAMS 
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10. Circle one number in each row across to show how you would rate 
each item. 



Example: 



I love country music 


5 


4 3 


2 1 


1 can't stand country music 


How would you rate this program? 
Very Interesting to me 5 ( ^ J ^ 


2 1 


Boring to me 


^ycfyuseful to me 

on the Job ) 


5 




2 1 


Totally useless to me on 
the Job 


Much too difficult for me 


5 


■ 0 




Mucn too easy lor me 


"^ry useful to me\ 
outside work,,-^ 


5 




2 1 


Totally useless to me 
outside of woric 


Exactly what I expected 


5 




2 1 


Not at all what 1 expected 


How would you rate the materials? 

Hard to learn and 5 (4 ^ 3 
confusing (or me 


2 1 


Easy to learn and simple 
for me 



1 1 . Wo^ljJ^u recommend this course to a co-worker or friend? 
Yes i5o 

Why or why not? 



^\2. If you could change anything about this program, what would it be? 

^ yv^0^€^ c\^AL\<s feoMol ^.SV\A A ^s^la-P 

^ V J J 



Thank you for taking lime to help evaluate this course. Your answers will be 
very useful in trying to make it better. 

© 1990, Performance *ius Learning Consultants, Inc. ^ ' 

Figure 6~3, continued 
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Uteracy at Work 



POST^RCiORAM PARnCIPANT 
Survey Sheet 



Dlrectloiis: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Informatioii: ^ 

1. How long have you worked at this company? 

2. How long have you done this kind of work? , ^ A 

3. How long have you worked in your present position? _ 

4. What is your job title? d\fTY\'V} K)\C{l^C}J 



5. What is your age? "^"7 

6. What is your sex? 



Male Female 

II. Course Information: 



7, What can you do now that vou couldn't do before taking this course? 




How many classes have you attended so far? 
2l classes. 

^' g^?'^ ^^^^ toward any of your personal 

/Yes No 



Of you checked ^'e^, please answer the next part of the question) 
In^^tway? r/c^ ( ^h^^^^ ^ 





Section VI: EVALUATING FUNCTIONAL CONTEXT PROGRAMS 
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10. Circle one number In each row across to show how you would rate 
each item. 



Example: 

Hove country music 5 3 

How would you rate this program? 
Very interesting to me 1^5^ 4 3 

f{j) ■ 4 3 



I can't stand country music 



Very useful to me 
on the Job 



2 
2 



Boring to me 



Totally useless to me on 
the job 



Much too difficult for me 5 



4 (J) 

7q' 



2 
2 



Much too easy for me 



\ 2ry useful to me 
outside work 



Totally useless to me 
outside of work 



Exactly v/hat I expected ' 5 (T) 3 2 1 Not at all what I expected 



How would you rate the materials? 



Hard to learn and 
confusing for me 



Easy to leam and simple 
for me 



.1. W(|ui^i^y oii 



ou recommend this course to a co-woricer or friend? 



Yes No 

Why or why not? (UUl^' ^(Ji J^i^l^{l<^cZh. 




yXl. if you could changie anything about yils/program, what would it be? 



Thank yoi^ /or taking time to help evaluate this course. Your answers will be 
very useful in trying to make it better. 

© 1990, PerformancePlus Learning Consultants, Inc. [\ j[ 

Figure 6-3. continued 




Workplace Literacy Project Programs Evaluation 10 
© 1990 Performance Plus Learning Consultants. Inc. 

7869 Codolphin Dr.. Springfield, VA 22153 (703)455-1 735 FAX 703-455-5957 



Instructor Aaecdotal Report Form 

Instructo r ^ /^rnOAv.^ Plant Locatio n 0 Cl> S 
Date anecdote occurrccL 
Characteristics of partlripant! 

Sex__!i^^___ Approximate age ^ ^ Race. 



Job classificatio n ^lecjVr /t t'o^ Sftninnty with plant S" . 

Please describe in the space below comments made by this participant about how he 
or she is applying the content of Instruction to Job or to everyday life situations. Please 
be as specific as you can, providing participant quotes if possible. 

rnJfi^ mocbU p/ijLL iA.jM i>/*i-t4MUil - tMvJi^ 



Instructo r ^ > >^ o^/wjq pi^^nt LocaUo n ^ 
Date anecdote occurred 
Characteri stics of partlrlp ant- 

Sex ^ Approximate age ^ ^ Race 



Job tide t^JL ^ uu^^An^ Seniority with plant 



Please describe in the space below comments made by this participant about how he 
or she is applying the content of instruction to Job or to cveiyday life situations. Please 
be as specific as you can, providing participant quotes if possible. 



Workplace Literacy Project Programs EvcduatloTi 
© i 990 Performance Plus Learning ConsuUaj\ts Inc. 

7869 Godolphtn Dr., Springfield, VA 22153 (703)455-1 735 



10 

FAX 703-455-5957 



Instructor Anecdotal Report Form 

Instructor ^> kvx o^y^V Plant LocaUo n 0 (LS 
Date anecdote occurre d £gtu> . l-IH ^ i lStl<\) 
Charartffri .tipf^ partlHnnnt - 

Sex — Approximate age_l^ Race 

Job classlflcaUon__&ss±LL5j:i.«^Senlorlty with plant /^.. ? y nA/» . 

«r ff^ ^^S^^^^IJI" ^P^^*^ comments made by this participant about how he 
Z «c cn ^Frf instruction to Job or to (Jreiyday life sltuaUons Ss^ 

be as specific as you can. providing participant quotes If po^ble. ^^^^ 

AKd. ^ ^ ^ ^ ^ 



Instructor Plant LocaUon 

Date anecdote occurred. 

Characteristics of ngrtiHpi^nt- 

Approximate age Race 



^^"^ Seniority with plant 



Please describe in the space below comments made by this Daitlcinant ahnnt hn > 
or she is applying the content of InstrucUon to Job or to ^Tday Me P^^a^ 
be as specific as you can. providing participant quotes IfpiTS ^^^^ 
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REGISTRATION FORM 



I. Personal Infonnation 
Name. 

Current Addressi 



Telephone Number: Birthdate 
1. VThat is your age groupZ 



16-18yra. 19-25yr3. 2S<56yr3. 36^ra. Sl^yrj. 65-yrs. 

2. What is your ethnic group? 

1. X White 2. . Black 3. Indian 4-__Hispanic 5- Other 

3. What is your gender? l.y)^Male 2. Female 

4. Circle: Single (Carried) Head of Household 
II. Employment Information: 

Extension No.S Mailbox 



5. How long have you worked for this company? 

X 

less than 1 year V2yrs. 3-5yra. 6-10 yrs. more man 10 years 

6. What is your job title? TS^/f /^^^^ 

1. How long have you worked in this job title? ^ — 

(beginning date) 



III. Training and Education Information: 

8. What is the last grade you complete in school? 

■ below 8 (7^ 9^ 10 11 12 GEO 

1 yr college more than 1 yr. college 

Have you earned any college degrees? 
1- Yes 2 , A. No 3 • Associates 4 - Bachelors 5 . Masters 



ERjc :m 



9. Which of the following are your reasons for attending this 
class? (You may mark up to three answers.) 

X a. To improve my job performance. 

b. To qualify for future. job postings- 

y c. To further my education, 
)Cl d. To meet personal goals- 

e. To find out more about this training- 

f. To become more active in company training programs 
g. Other 

10- VThich way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1. Read about it. 

2- Listen to presentations or talks about it. 

3. Have someone show and tell you about it. 

4 . Other (Describe) 



11- Did you choose to take this class? l._)L.^es 2. 
12. What do you expect to get frori this class? 



-?L 1/15/91 



REGISTRATION FORK 



I. Personal Information 



Name — 



Current Address: 



Telephone Number: 

L. What is your age groupZ 



3 
4 



Birthdate: 



1 6-1 8yr3. 1 9-25y r3. ZS^yra. 

What is your ethnic group? 
1. Ay White 2. -_31ack 3. 



f>5-yr5. 



Indian 4._ Hispanic 5. Other 



What is your gender 



? l./X Mai 



e 2 



Female 



Circle: Single ^^^Marrie? ) ("1iead of H ousehold^ 



II. Employment Information: 

Extension No.^ Mailbox 

5. How long have ^ou worked for this company? 

less Uion 1 yonr A-Z^n. 3-5yr3. 6-10 yrs. • 



more man 10 years 



6. What is your job title 



7. How long have you worked in this job title' 




(beginning date) 



III. Training and Education Information: 

8. What is the last grade you complete in school? 



below 8 



10 



11 



12 GED 



1 yr college 



more than 1 yr. college 



Have you earned any college degrees? 
1. Ves 2. >^No 3. Associates 4. Bachelors 



5. Masters 




.If. 
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9. Which of the following are your reasons for attending this 
class? fYou may mark up to three answers.) 

JC/ a. To improve my job performance, 
b,. To qualify for future , job postii 



.ngs . 



Yj c. To further my ..ducation. 
d. To meet personal goals. 



e. To find out more about this training. 

f. To become more active in company training programs 

g. Other . 



10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1. /; Read about it. 

2. ' Listen to presentations or talks about it. 

3. " Have someone show and tell you about it. 

4. other (Describe) 



No 



11. Did you choose to take this class? 1. ^ Yes 

12. What do you expect to get frori this class? 



"PL 1/15/91 



REGISTRATION FORM 



I. Personal Information 



Maine. — 



Current Address: 



Telephone Number: 

1. What is your age groupZ 



B 



irthdate: 



16-18yre. 19-25yra. 26-36yr3. 

2. What is your ethnic group? 
l.A-^White 2. . Black 3 



51-6Syns, 




3. What is your gender? 1. Ma 

4. Circle: Single /^arried^ Head of Household 



^.Indian 4-^^ Hispanic 5. Other 

le Female 



II. Employment Information; 

Extension No.^f Mailbox, 



5. How long have ; worked for thig- company? 



3-5yf5. 



^&-lO yrs. 



less Ihfln 1 year 1-?yrj. 

6. What is your job title 

7. How long have you worked in this job title? 



more man 10 yeors 



(beginning date) 



'6. 



III. Training and . iucation Infomation: 

8. What ir the last grade you complete in school? 



below 8 8 



10 



11 



12 GED 



1 yr college more than 1 yr. college 

Have you earned any college degrees' 



1. Yes 2 . ■ ■ No 3 



Associates 4 



Bachelors 5 



Masters 



ERIC 
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9. Which of the following are vour reasons for attending this 
class? (•You may mark up to three answers.) 

a. To in^pro^e roy job perfonnance- 

b. To qualify for future. job postings, 
c- To further my education. 

' • d. To meet personal goals. 

e. To find out more about this training. 

f. To become more active in company training programs 
g. Other 

10. Which way do you BEST like. to get information about something 
you need to know more about? (Please mark only one answer.) 



1. 

2 

3.' 
4 . 



Read about it. 

Listen to presentations or talks about it, 



Have someone show and tell you about it. 
Other (Describe) 



11 



Did you choose to take this class? 1 




Yes 2 - 



12. What do you exDect to get from this class? 





No 



W?L 1/15/91 
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U,f7)"ip ilT^O^ ^o<iri/^ / n^rrLyi^"^ 



REGISTRATION FORK 



I. Personal Information 



Kain« 



Current Address: 



Telephone Number:. 



1. What is your age group?. 



16-ieyrs. l&-25yr3. 26^yrs. 36-SOyrs 

2. vmat is your ethnic group? 

1. >^ite 2._^_Black 3. Ind 

3. What is your gender? 1. Male 2:J^ 



Birthdate:_£s3_25j 



51-6Syrs, 



6S-yr5, 



ian 4. Hispanic 5,, /(Mother - 

OnintdL 



Female 



4. Circle: Single /Married^ Head of Household 



II. Employment Information: 

insion No. Mai 



Extei 



Ibox 



5* How long havevou worked for this company? 



less than 1 yeor 



6- What is your job title?. 



6-10 yrs. 



mofc man 10 years 




7. How long have you worked in this job title? c^U^^^^ 

(taeginrtiirng date) 



III. Training and Education Inforraation: 

8. What is the last grade you complete^in school? 

/L^ 

12 GED 



below 8 8 



10 



11 



1 yr college 



more than 1 yr. college 



Have you earned any college degrees? 
1. Yes 2.JCl^o 3. Associates 4. Bachelors 



Master: 



erJc 



■lil 



9. Which of the following are vour reasons for attending this 
class? (You may mark up to three answers.) 

yci^ a. To improve my job perforroance. 
]/ b. To qualify for future. job postings. 
'1^. c. To further my education. 
^~ d. To meet personal goals. 

e. To find out more about this training. 

f. To become more active in company training programs 
g. Other 

10. VThich way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1. Read about it. 

2. __ Listen to presentations or talks about it. 

3. ^..^^^^Haye someone show and tell you about it. 

4. ^ Other (Describe) 



11. Did you choose to take this class 

? 1 ;^ Ves 2. NO 

12. VThat do you expect to get from this class? 



WPL 1/15/9 1 
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fluiti, intone cud 



REGISTRATION FORM 



I. Porsonal Infonnation 



Name 



Current Address: 



Telephone NumLerv 



1. What is your age groupZ 



Birthdate: 



51-65yra. 



16-18yra, l9-25yr3, 26^yr3. 36-S0yr3. 

2- What is your ethnic group? 

\.)L White 2, . Black 3. Indian 4.__Hispanic 5. Other 

3. What is your gender? 1- Male 2. yX Female 

4. Circle: Single /^rried Head of Household 



II. Employment Informatxon: 

Extension Uo.^ oLP I Mailbox, 



5* How long have you worked for this,- company? 



3-5yf3. 



tllS,' CC 
/iS-10 yrs. 



I«ss than 1 yoar 

6. What is your job title?, 

7. How long have you worked in this job title? 



more man 10 years 




III. Training and Education Infomation: 

8. What is the last grade you complete in school? 



below 8 8 



10 



11 



12 



;ed 



1 yr college more than 1 yr. college 

Have you earned any college degrees'' 



1. Yes 2 . ■ ■ No 3 



Associates 4 



Bachelors 5 



Masters 



ERIC 



9- VThich of the following are vour reasons for attending this 
class? (You may mark up to three answers •) 
a. To improve my job performance- 

To qualify for future, job postings* 
To further my education. 
To meet personal goals. 
To find out more about this training. 
To become more active in company training programs 
Other 




7 

2E 



b. 
c . 
d. 
e . 
f . 

g- 



10. Wliich way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 



1. 
2. 

3 . 

4 . 



Read about it. 

Listen to presentations or talks about it. 
)C/ Have someone show and tell you about it. 
^ Other (Describe) 



11. Did you choose to take this class? X. y^ Yes 2 

12. VThat do you expect to get from this class? 



No 



^ OM ni^ / f 
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RECRUITMENT 



o 
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Recruitment Ideas We Tried at Warn industries 



1. Took over existing classes and redesigned them for individualized 
learning. 

2. Gave math boolcs to 75 students for coming to class. 

3. Offered TLC as alternate educational site. 

4. Advised our liason committee that our instructor needed to Interact 
with employees "on the floor" immediatly. 

5. Offered the same services to adult family members. 

6. Offered to pay for childcare. 

7. Company paid workers 2 hours a week training time to come to class. 

8. Company increases wage per skill block (which includes basic skills). 



Recruitment Ideas We Tried 
at Oregon Cutting Systems 



1. Met with every management team so that they could recruit students from 
within their teams. 

2. Met with most production teams so that they could see and hear the 
teachers. 

3. Set up a booth on college recruitment day at OCS. 

4. Gave a speech with a video and overheads at every brtak. 

5. Posters 

6. Table top tents in the lunch rooms. 

7. One on One recruitment by ODON (quality circle) members. 

8. Peer group recruitment. We asked each classmember to recruit someone. 

9. OCS newsletter articles-2. 

10. Survey of interest areas and barriers to class attendance of the entire 
plant 

11. Video using employees and former employees. 

12. Childcare costs would be covered by the grant. 

13. Audit-we met interested employees while we were interviewing. 

14. Family members-we offered the same services to family members. 

15. Tie in with other classes especially the SRC math and those people 
who didnt have keyboarding skills to take computer classes. 

16. Paid tuition to off-site location (TLC) 

17. Stressed Confidentiality at every recruitment attempt. 

18. Pay envelopes- we stuffed recruitment flyers in every pay 
envelope. 



•If* 



EVALUATION OF RECRUITMENT TECHNIQUES 



OCS. The best recruitment ideas at Oregon Cutting Systems were a combination 
of offering a popular subject (according to a survey), keeping it to nine hours,and 
and giving enough information about It so that people could screen then.selves in 
and out. The most popular class in terms of numbers of recruits was Keyboarding 
/Basic Computers. The computer class was popular initially because we let the 
employees checl( out laptop computers to talce home. The class gained in 
popularity even when vve were giving the classes too often to check out the 
computers. The next most popular was basic skills at Targeting Center. However 
the math class had some loyal members who stuck with it for the entire life of the 
grant. 

ideas that didn't work were childcare reimbursement-not a single taker; the 
speech-only two recruits cut of the 1 ,700 who saw it; and the newsletter articles-not 
a single recruit. 

Ideas that yielded some recruits and should be considered again were: 
including family members, one-on-one recruitment, and the combination of table top 
tents in the lunchroom and posters. 



WARN. All of the recruiting techniques worked at Warn except one. Again, 
childcare reimbursement wasn't used by even one parent even though there are 
many employees with young children. We deduce that the combination of paying 
the employees to take classes, plus paying employees for improved skills motivated 
the Warn employees. They loved checking out the laptop computers: the 
computers went home with employees 140 times! 
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SAMPLE OF WORKPLACE LITERACY AUDIT FORMS 



» 



PERSONAL DATA 



NAME 

JOB TITLE 

M OR P 

TIME W/OMARK 

TIME ON THIS JOB 

READING SKILLS 

1. Read understand/write abbreviations 

2. Read understand/write abbreviations 

3. Read words on switches and dials 

4. Follow simple written directions 
(1-2 steps) 

5. Determine complex directions 
(3+ steps) 

6. Determine the meaning of a word 
from context 

7. Do you need to find and Ufa 
reference material 

8. Alphabetize 

9. Apply information from reading to 
practical situations (labels, directions 
manuals, memos, warning posters, house- 
keeping, accident precaution) 

10. Read and interpret information on maps, 
charts, graphs, diagrams, blueprints, 
schemetic drawings 

11. Use an index, glossary, table of contents, 
appendices 

12. Do you think the reading required on this 
job is easier or harder than the Oregonian 
newspaper . 

13. Other 



WRITING SKILLS 



!• Record observations 

2. Proofread for spelling, grammatical, 
punctuation and numberical errors 

3. Write or print legibly 

4# Record dates, times, numbers, phone 

messages, abbreviations , symbols 
5. Spell technical words 

6* Use correct spelling- 
general vocabulary 

?• What kinds of answers do you need 
to give on forms? (words/paragraphs 
numbers/abbreviations /correct 
grammar ) 

8. What kinds of composing do you do 

(reports/summary/minutes of meetings/ 
memos/evaluations/cr itiques/methods 
or procedures in sequintal order 



MATHEMATICAL SKILLS . 

1. Read and work with whole numbers 
(Place value, rounding) 

2. Find averages 

3. Read and write simple fractions= 
1/4, 1/2 

4. Read and write less used fractions = 
1/7,1/10,1/23 

5. Read and add & subtract, multiply, 
and divide fractions 

6. Figure out which fractions are 
smallest or largest 

7. Round whole numbers and decimals to 
nearest thousandth and ten thousandth 

8. Read and work with decimals place/ 
value, rounding +,~,x, divide - 
(subtract 

9. Figure which decimals are smallest 
or largest 

10. Read a conversion table (decimals, 
to fractions & percents) 

11. Work with percents (% of defects or 
gain sharing ratio) 

12. What do you have to find out from 
graphs 



51 



13. Do you have to plot graphs 

14. Make linear measurements - English 
system (ft, in) 

15« Make weight measurements - English 
system (lbs, oz) 

16. Calculate volume measurements - 
English system (cubic units, 
(cylinders or liquids) 

17. Convert from one English unit to 
another 

18. Make linear measurements - Metric 

19. Make weight measurements - Metric 
system 

20. Make volume measurements-Metric 
system 

21. Convert from one metric unit to 
another . 

22. Convert metric to English ( and 
reverse ) 

23. How do you use military time 

24. How do you use standard time 

25. Read a Fahrenheit thermometer 

26. Read a Celsius thermometer 

27. Recognize parallel & perpendicular 
lines 

28. Measure angles 

29. Calculate perimeter, area and 
volume 

30. Find circumference (given formula) 

31. Estimate quantity, length, weight, 
volume or time 

32. Plot numbers on a graph 

MISCELLANEOUS 

1. Use ^ratios ( 1 part to 5 parts) 
2 4 Use powers and square roots 

3. Find missing number in proportion 
(defects per thousand) 

4. Use a calculator, vernier, caliper, 
micrometer or ? 

5. Understand the order of operations 
( control charts ) 

6. negative and positive numbers 



7. powers 



8. solve multiple or sequental math 
problems (#parts: #people x hours) 

VERBAL AND LISTENING SKILLS 

1. Use formal correct grammar and 
pronunciation 

2. Give directions or explain procedures 
to others 

3. Distinguish between fact and opinion 

4. What kind of communication skills 
do you need to work here? 

ATT I TUP I AL/ BEHAVIORAL SKILLS 

1. Do you need team work for this job? 
If so what are some important 
components? 

2. What kind of problem solving do 
you do on this job? 



Which of these is 
way an individual 
information about 

1. hearing 

2. reading 

3. observing 



the most common 
learns new 
this job. 



4, What is the most confusing thing 
about this job? 



COMPUTERS 



1. Do you have to know how to use the 
computer keyboard (use the enter 
key, delete, shift, etc.) 

2. Do you have to know how to type 
more than a few words per minute 

3. What software programs do you 
^ work with .... 

4. Do you use the number pad on 
your PC 

5. Do you need to use a floppy disk 
or the Network (OPIC system) 

6. Do you use a scanner, a CRT 

7. Do you have to know computer 
vocabulary (key in response, 
cursor, AIT, enter menu 
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GENERAL JOB SKILLS 

1. What kinds of behavior cause a 
person to lose an entry level job? 
(can't keep up, drug & alcohol 
problems, attendance, child care 
problems, poor people skills, 
can't problem solve, other) 

2. What job skills will be needed in 
the future for this same position 



PRE & POST TEST SUMMARIES 

and 

PRE & POST TEST SAMPLES 




Warn Shop Math Pre-Post 



85 


100 


15 


80 


86 


6 


75 


100 


25 


55 


73 


18 


70 


100 


30 


75 


86 


11 


65 


93 


28 


80 


100 


20 


90 


93 


3 


85 


100 


15 


90 


100 


10 


55 


93 


38 


70 


93 


23 


55 


93 


38 


85 


100 


15 


85 


86 


1 


60 


100 


40 


80 


100 


20 


50 


100 


50 


90 


100 


10 


85 


100 


15 


75 


100 


25 


88 


87 


-1 


75 


93 


18 


83 


100 


17 


83 


93 


10 


29 


80 


51 


67 


93 


26 


88 


100 


12 



mean 20.31034 

std 13.14928 

t= 8.318 

p< 0.0001 



Warn Computer Basics Pre-Post 



11 


14 


3 


4 


16 


1.2 


7 


11 


4 


9 


15 


6 


9 


14 


5 


8 


13 


5 


9 


15 


6 


10 


14 


4 


7 


11 


4 


9 


11 


2 


10 


9 


-1 


7 


12 


5 


9 


10 


1 


9 


13 


4 


4 


16 


12 


7 


14 


7 


1 


10 


9 


6 


10 


4 


8 


11 


3 


8 


12 


4 


7 


12 


5 


10 


15 


5 


7 


11 


4 


11 


12 


1 


3 


7 


4 


10 


10 


0 


8 


11 


3 


11 


14 


3 


7 


11 


4 


11 


10 


-1 


8 


6 


-2 


11 


8 


-3 


10 


11 


1 


9 


15 


6 


10 


8 


-2 


10 


16 


6 


10 


11 


1 


9 


14 


5 


10 


11 


1 


9 


17 . 


8 


10 


12 


2 



mean 3.658536 

s4J. 3.273021 

t= 7.157 

p< 0.0001 



Computer Basics Evaluation Test 

(this lest k for evaluation puiposes onJy: it does ivot have «iny effect on your job or pay for knowledge) 

Name: Team: 

Date. Job title: 



Circle the answer that you believe Is conrect 

1. If you turn a PC on and it tells you there is a non-system disk error, this mear« that.. 

a. you simply need to turn it off then turn it on again. 

b. you need to have a technician find the problem before you can use the machine, 
c the disk in drive A must be removed and then you strike a key to continue. 

d. the main frame has been connected and you cannot use a disk. 

2. Most commands are sent to the computer by... 

a. using the "enter" key or the "return" key. 

b. typing the word "enter" or "go." 

c. using the "escape" or "go" key. 

d. using the key that has the asterisk ( * ) on it. 

3. If you get "lost", the best way to find your way again is to... 

a. turn off the computer and turn it back on again. 

b. type the word "dir" to get directions. 

c. enter an "escape", "fl," or type menu to get back to a menu. 

d. use the "sys req" key to allow you to request help. 

4. When you see this on your screen: C:\DATA 

it means that you are... 

a. into the AMAPS data directory. 

b. being requested to enter data. 

c. in a data area on the network. 

d. in a subdirectory named *DATA on your hard drive. 

er|c 
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5. The thing to remember about "files" is that.. 

a. they are permanent, you can't do any harm to them 

b. they are not progrzims, only data. 

c. they 2ire named by the computer, not you. 

d. they can be changed by what you do. 

6. The files are stored... 

a. on a memory chip in the computer. 

b. on a floppy disk, hard disk or tap)e. 

c. on a ROM disk, CPU disk or hyper disk* 

d. in the collector bank on the mainframe. 

7. Programs are... 

a. files that the computer can load and run. 

b. buih into the memory of the computer, 
c loaded by ''booting" the computer. 

d. part of the hardware on the PC or mainframe. 

8. You start a program by.. 

a. typing "goto.." and the name of the program. 

b. selecting its number off of the menu. 

c. "booting" it when you are ready. 

d. sending a request to mainframe for a program run. 

9. To copy or delete a file on any computer including your own, you must.. 

a. simply issue the correct command. 

b. get a clearance from the network operator. 

c. save it first or it won*t let you delete or copy. 

d. get a special password from Information Sen/ices. 
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10, You can operate a computer (PC) without DOS on it if you.., 

a. get on the network 

b. log on the niainfrarne. 

c. only use menus. 

d. you must have DOS on your PC 

11. If you wanted to prepare a table of numbers and be able to change totals, calculations or figure "what if?" 
should use.««. 

the word pnxessor in table mode. 

b. a spreadsheet 

c a database. 

d. a desktop publisher. 



12, Letters and memos are easy to produce and change if you use a... 

a. word processor, 

b. a spreadsheet in text mode, 

c. a database in memo mode. 

d. a desktop publisher. 

13, Keeping records for personnel, maintenance or reports where you may want to look at the records in several ways 
should be done with a.,. 

a. word processor in file mode. 

b. a spreadsheet 

c, a database. 

d, a desktop publisher. 

14, The PC is often hooked into another system.,, it is 

a. the network but not into AMAPS. 

b. AMAPS but not the network. 

c. the network or the mainframe (AMAPS). 

d. the SPC and CNC national databank. 



15. If you bring a disk from home to copy programs onto the networic directories, the disk should be checked for... 

au ill^zd disk formats. 

b. proUems with disk directories. 

c viruses hidden In non-commerclally supplied programs. 

d. the conrect number bytes for network operations. 

16. If a program tells you to use to save your work, this means... 

a. enter a capitzd F then a 2 then return. 

b. find the key at the top or side that shows an F2 and use it 

c. enter a 2 then a capital F then return. 

d. enter an escape, then hit the 2 key very fast. 

17. If you want a quick copy of what is on the screen to be printed out... 

a. exit to DOS and use the copy command 

b. don't exit to DOS, use the F6 key 

c. use the Ctrl key, then enter a 

d. use the shift key and the PrtSc key. 

18. The network can be used for communication purposes, this is done with... 

a. the AMAPS phone utility. 

b. the small speakers and a voice simulator. 

c. the electronic mail system. 

d. a phone module in Word Perfect 

Answer yes, no or not sure... 

a. Have you had other computer training this year (besides the class on the laptops)? 

b. If you have had other computer training, did anything from the laptop class help you in the other training? 

Any Comments on computer training in general? 
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Check off the things you knOW that you Can do... 

Boot the computer and run an application. 

Copy or Delete a File. 

Find a subdirectory and look at the files in it 

Know if you are in DOS^ a program or the network 

Use electronic mall. 

Use the function keys as instructed to in a program. 

Format a floppy disk 

Set up and maintain subdirectories. 

Find a help screen, or get help you need from the manual. 

Decide what software will do the work you need to do. 

Rename or move a file. 

Use the Networii menu AND pathmindcr to organize and do your work. 

Perform some type of transaction on AMAPS. 



Name 



PERCENTAGE REVIFw 

Date 



!• What is .65 vritten as a perceni? 


2« What is the decimal form of 


3* Change -5- to a deciaal. 


4« Change^ to a oercent. 


S« Change to a percent. 
3 


6. What percent of 10 is six? 


7. Change 90S to a fraction in the 
lowest terms. 


8. What is 752 of 300? 


9. Andrea sold a house for $75 , 000. 
If she got a 5Z commission, how 
much did she make? 

i 


10. Jeff had 53 J* of his salary 

taken out for taxes. If he made 
324,000 one year, how much did 
he receive in cash that year? 

1 

\ 
1 

1 

• 

1 


11. Kim bought a S36 dress marked 
down 20JI. How much did she pay 
for tne aress? 



MATH 6-15 

CHANGE FRACTIONS TO PERCENTS 



NAME_ 
SCORE 



DIRECTIONS: CHANGE THE FOLLOWING DECIMALS TO PERCENTS 



0 lo^ 

J.) .St3- 
3) . tS' 



^) 1.00 = 
£■) .Oi- 



DIRECTIONS: CHANGE THE FOLLOWING FPACTIONS TO PERCENTS . 



'a. 



13) 



I 

3 



n) £ 



DIRECTIONS: CHANGE TEE FOLLOWING PERCENTS TO DECIf-IALS. 



d - 



A3) "2-00% -c 
S.S) .1% = 



a7) ISoci^'- 



DIRECTIONS: CHANGE THE FOLLOWING PERCENTS TO FRACTIONS. 



3 0 3lS% - _ 



35) ?7i%=_ 

36) 10.5-%= _ 

30 = _ 



39) 7^% 



ITEM 6-26 TRAINE£(S NAlffl: 

fATH-IKTEBEST PROBISKS INSTRUCTOR 



ABB:C£B 
JN:gQi 
2 r '4:72 



SCORE 



- CHITERIOH 6 

1 • What la tho Interost on 500 dollars at 5% for one year? 

2* Vftiat is the Interest on 750 dollars at 6% for 2 months? 

3* Wliat Is the interest on 100 dollars at 5 3/i*5i for 3 years? 

4* What is the interest on I5OO dollars at 6% for 60 days? 

5* What is the interest on 10^000 dollars at 2^% for 16 months? 

6. What is the interest on 60 dollars at 5 for 6 months? 



7« HoH such money must be invested to earn 120 dollars interest 
at 6% in one year? 



8. What is the principal if the interest is 50 dollars; and the 
rate, 5%i and the time, 24 months? 



9* What rate of Interest is charged if the interest is 90 dollars; 
and the principal 1,800 dollars; and the tiise is one year? 



10* What is the time on a note for 1,200 dollars .at 6^ that has a 
charge of 36 dollars interest? 



11. Find the amount after 2 years of 500 dollars at compoimded 
annually*. 



12. Find the amount after 1 year of 100 dollars at 6^ coiqpounded 
semiannually. 



G7 



MATH 6-19 

MATH-COMPUTE PERCENTAGES 



NAME_ 
SCORE 



DIRECTIONS! Change the following percents to decimals. 







5) 7ff^. = 


a) 100%' 







DIRECTIONS: Change the following percents to common fractions; 



7) liiY<,= 



DIRECTIONS: Find the following percentages. 





/<5')33^5S of S^0' 


9^ '2S% of 2^0 ' 





DIRECTIONS: Find the following percents. 



12) 8 is what percent of 16? 


14) 250 is what percent of 75? 


13) 7 is what percent of 35? 





DIRECTIONS: Find the whole amount of the following. 



15) 50% of whal- nnTnh*>r is 6? 


17) 150% of what number is 240? 


16) Cf^^i of what number is 82? 





DIRECTIONS: Find the new amount in each of the following. 



DIRECTIONS: Find the percent of increase or decrease, 



20) 


From 


6 to 9 


is 


an 


increase of 


%. 


21) 


From 


120 to 


80 


is 


a decrease of 


%. 



DIRECTIONS: Find the amount of discount and the net price, 



22) $150 less 20%= 

23) $80 less 25%= 



Amount of discount. 
Amount of discount. 



_Net price. 
Net price. 



24) Original Price is. $75.00 

Sale price is . no 



Amount of discount is. 



ERIC 



25) Original price is. . . . $160. 00 
Sale price is ■ 120 . 00 

Amount of discount is 



18) 300 increased by 25%= 


19) 900 decreased by 15%= 







DIRECTIONS: Find the amount of discount and the rate of discount. 



ITEM 6-20 

MATH-ROUNDING OFF NUMBERS 



NAME_ 
SCORE 



DIRECTIONS: Round each of the following to the "barest cent, 



1 g 


2. $.625= - 


3. 









.333= 



DIRECTIONS: Round each of the following to ae nearest whole quantity 
indicated in parentheses. 



4. 240 (hundred) -^is 

5. 250 (hundred) is 

6. 260 (hundred) is 

7. 243 (ten) is 

245 (ten) is 



8. 



9. 249 (ten) is 

10. 2.49 (tenth) is 

11. 2.45 (tenth) is_ 

12. 2.43 (tenth) is 



15. 0.25602 (thousandth) is 

16. 25.6025 (thousandth) is 

17. 25,6025 (unit) is 

18. 101.52 (unit) is 

19. 109.56 (ten) is 

20. 105 (ten) is 



13. 0.245 (tenth) is 

14. 25,602 (thousand) is 



21. 2,625,175 (million) is 

22. 2,356,999 (million) is 



23. 3.56762 (ten thousandth) is 

24. 3.56768 (ten thousandth) is 

25. 0.5676253 (millionth) is 



o 
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WARN EMPLOYEES 
AT 

TARGETED LEARNING CENTER 

FOR 
BASIC SKILLS 




TLC lAttruetlonal actlvltlM: Lear&«r survey 
OMMber 30, 1991 at 10:22 p.m. 





X2_ 


X3_ 


X5_ 


X 










m 


2 


15 


2 


40 


f 


20 


35 


17 


50 


■ 


2 


16 


1 


44 


m 


6 


S 


S 


3S 


f 


8 


8 


8 


39 


f 



1 1/2 yeara 

2 years 

pre-tettt at TLC 

3 terat 



X Hhat^liay 



y Improving ay laamlAQ tklllt 
y It bat thowA that I natd to further 
y It helped ae at vork, at home and e 
y X got ay GBDI 

y Taking aore olateetfnot afraid to d 



i • • • r t^jA^jn 



y l«o»»f» May ylsoM f^U% • ttU. 
y 

y H«Uf yM ImI k»fcfc»c O^sk yMSMll. 



1 4»*>t ktv* MykkiM it Qb«»f« fttest it. 
VtMtM fMd* •ot» «M»U b» tics. 

»«kkUf, k»4 yUsky kUt» ootid yo»i •!« ^40*. 



uci coKMury 



09 



I I 
I < 
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Uterocy at Work 
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POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Informatloo: 

1. How long have you worked at this company? 

2. How long have you done this kind of work? _ 



3. How long have you worked in your present position? _ 

4. What is your job title' 



4£ 



5. What is your age? 

6. What is your sex? 

^MaL£ FEMAIX 



II. Course Information: 

7. What can you do now that you couldn't do before taking this course? 



/ U ^ 0 

8. How many classes have you attended so far? 

.classes. L^(X^ 

9. Has this cours^ helped you meet or work toward any of your personal 
goals? 




/yes No 
(If you checked yes, please answer the next part of the question) 
Inwhatwav? Xt hjLLiaX.d^ UJfvlL^ 



7 



Secrion Vi: EVALUATING FUNCTIONAL CONTHXT PROGRAMS 
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10. Circle one number in each row across to show how you would rate 
each item. 

Example: 



1 love country music 


4 


3 


2 


1 


1 can't stand country music 


How would you rate this program? 










Very Interesting to me 


4 


3 


2 


1 


Boring to me 


Very useful to me /bj 
on the Job 


4 


3 


2 


1 


Totally useless to me on 
the Job 


Much too difficult for me 5 


4 


(3 


2 


I 


Much too easy for me 


Very useful to me /5 J 
outside work 


4 




2 


1 


Totally useless to me 
outside of work 


Exactly what 1 expected 


A 


3 


2 


1 


Not at all what 1 expected 


How would you rate the materials? 








Hard to learn and 5 
confusing for me 


4 


(D 


2 


I 


Easy to learn and simple 
for me 



1 1. Woiild y^ou recommend this course to a co-worker or friend? 



{£S No 



and- ^^>(Oji>o^ uM^ n^c^^^- 

12. U you could change anything about UTis4)ro2ram. what would it be? 



rnank yoi^7or taKing time to neip evaluate tnis course. Your answers will be 
very useful in trying to make it better. 

© 1990, PerformancePlus Learning Consultants, Inc 

^ r 




Iiistnjcto r n/J / JL U/ 1 f ^ 6/J/ Plant Lpcatlon. 




Date anecdote occurred 



-acterlstlcs of participant : . 

Approximate ag cv/ Race Yr I (AAJ^ 



Characteristics of participant : 
Sex_ 

Job title . Seniority with plant 

Please dcscnbc In the space below comments made by this participant about how he 
or she Is applying the content of Instruction to Job or to everyday life situations. Please 
be as specific as you can, providing partlclpani quotes If possible, 

at It mil- Giri^ ^^^njyJr-i^'^- ' 



'^adi m - (/n n n-a^ 



r 
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Literacy at Work 
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POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Information: 

1. How long have you worked at this company? . 



2. How long have you done this kind of work? X^T 6/ f^/7 kS 



3. How long have you worked in your present position? ^^(X KS 

4. What is your job title*^ 

J? 

5. What is your age? <^ 




6. What is your sex? 



Male Vxmau. 



II. Course Information: 

7. What can you do now that you couldn't dp before taking this course? 

A^a: cjJrL-/tL a. U 't'&/<^ 



/ U f 0 

8. How many classes have you attended so far? 

"^.classes. / ^ ^/^r-^ 

9. Has this course helped you meet or work toward any of your personal 
goals? yC. 

/Yes No 
(If you checked ye"?, please answer the next part of the question) 
Inwhatwav? , / /r 



Section VI: EVALUATING FUNCTIONAL CONTEXT PROGRAMS 
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10. Circle one number in each row across to show how you would rate 
each item. 



Example: 



1 love counU7 music 



I can't stand country music 



How would you rate this program? 

Very interesting to me ^^T} 4 3 2 

Q A Z 2 



Boring to me 



Very useful to me 
on the )ob 



Totally useless to me on 
the )ob 



Much too dilHcult forme 5 4 2 I 



Very useful to me 
outside work 



Much too easy for me 



Totally useless to me 
outside of work 



Exactly what I expected ^321 



Not at all what I expected 



How would you rate the materials? 

Hard to learn and 5 4 [3 

confusing for me 



Easy to learn and simple 
for me 



11. W^ild you recommend this course to a co-worker or friend? 
Yes No 

Whyorwhynof. ^^C^USC^ y^y /^/^ <r 



12. If you could change anything about IhisDrogrzim. what would it be? 



Tnank yoi^yor taxing time to neip evaluate mis course. Vour answers will be 
very useful in trying to make it better. 



® 1990, PertormancePlus Learning Consultants, Inc. 



Workplace Literacy Project Programs Evaluation 10 
© 1990 Performance Plus Learning Consultants. Inc. 

7869 Godolphtn Dr., SpringfielcL VA 22153 (703)455- 1 735 FAX 703-455-5957 



Instructor Anecdotal Report Form 



Instructor 



Date anecdote occurred 




rharacterlstlcs of participant: 

Se x Approximate age > l^ce /ij y 

Job classification Seniority with plant 

Plcaf T dcsalbe In the space below comments made by this participant about how he 
or she Is applying the content of Instruction to Job or to everyday life situations. Please 
be as specific as you can, providing participant quotes if possible. / 



- 



Utefocy at W ork 

POST-PROGRAM PARTICIPANT 
Survey Sheet 



Dlrectloiis: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background InformatloD: / 

L How long have you worked at this company? iJ f j / 

2. How long have you done this kind of work? ^ 




3. How long have you worked in your present position? l/ UCCOI/^ 

4. What is your job title? jQi{L CJVl/M j-'y'f^ 

5. What is your age? r-^^ 

6. What is your sex? Jo 

Male ^Temale 

II. Course Information: 

7. What can you do now that you couldn't do before taking this course? 

cvli w 09 

8. How many classes have you attended so far? 

classes. tOOL^J- -^-^^^^ 7~l(L^ 

9. Has this cours^ helped you meet or work toward any of your personal 
goals? y 

/yes No 

Of you checked yes, please answer the next part of the question) 
In what wav? / // 
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10. Circle one number in each row across to show how you would rate 
each item. 



Example: 



I love country music 5 4 


3 


2 


1 


1 v.an I siana country music 


9 

How would you rate this program? 
Very Interesting to me ^T) 4 










3 


2 


I 


Boring to me 


Very useful to me fs) 4 
on the Job 


3 


2 


1 


Totally useless to me on 
the job 


Much loo dHHcull for me 5 4 j 




2 


1 


Much too easy for me 


Very useful to me | ^ ] ^ 
outside work \^ 




2 


1 


Totally useless to me 
outside of work 


Exactly what I expected ^ 


3 


2 


1 


Not at all what I expected 


How would you rate the materials? 










Hard to learn and 5 (Aj 
confusing for me 


3 


2 


1 


Easy to learn and simple 
for me 



1 1. you recommend this course to a co-worker or friend? 



No 



Why or why not' / , / /j^ 

12. If you could change anythinj? about titis4)rogram. what would it be? 



1 hank yoi^yor taxing time to neip evaluate this course. Your answers will be 
very useful in trying to make it better. 



® 1990. PerformancePIus Learning Consultants, Inc. S 1 



Instructor 

Date anecdote occurred ' ^ •/ 0 A -i . '( L 
Characteristics of partlcloant : 

Se x "7^ Approximate ag &=5 Race W^JtC/.C 

Job mJ\\CXC jU.l^L5)t Seniority with plant (jP (^{^ bX\ 

Please describe in the space below comments made by this participant about how he 
or she Is applying the content of InstrucQon to Job or to everyday life situations. Please 
be as specific as you can. providing participant quotes If possible. 



ir7) / 




■-J V 



« 



literacy at Work 

POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Back([round Informadon: 

1. How long have you worked at this company? 

2. How long have you done this kind of work? VA'^ 

3. How long have you worked in your present position? 

4. What is your job title"? /^ ^/^^ — 

5. What is your age? 

6. What is your sex? 

Male Female 

II. Course Information: 

7. What can you do now that you couldn't do before taking this course? 



/ U ^ 0 

8. How many classes have you attended so far? 

.classes. 

9. Has this course helped you meet or work toward any of your personal 
goals? 

/Yes No 

(If you checked yes, please answer the next part of the question) 
In what wav? 
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10. Circle one number in each row across to show how you would rate 
each item. 

Example: 



I love country music 


5 


4 


3 


Cl> ■ 


1 can't stand country music 


How would you rate this program? 








Very interesting to me 


6 


4 


3 


2 1 


Boring to me 


Very useful to me 
on the lob 


(D 


4 


3 


2 1 


Totally useless to me on 
the Job 


Much too dUficult (oi* me 


5 




3 


2 1 


Much too easy for me 


Very useful to me 
outside work 


(V 


4 


3. 


2 1 


Totally useless to me 
outside o( work 


Exactly what 1 e^-pected 


5 




3 


2 I 


Not at all what 1 expected 


How would you rate the materials? 








Hard to Icam and 
confusing for me 


5 




3 


2 I 


Easy to learn and simple 
for me 



11. NVouid you recommend this course to a co-worker or friend? 



ES No 



W ly or why not' 



12. If you could change anything about this^rogram. what would it be? 

1 hank you';or tawng time to neip evaluate this course. Your answers will be 
very useful in trying to make it better. . . . 

© 1990. PerformancePlus Learning Consultants. Inc. , # 
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Ltefocy at Wqri 



POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

L Background Information: 

1. How long have you worked at this company? 




2. How long have you done this kind of work? 

3. How long have you worked in your present position? )( I. 

4. What is your job title*' 

5. What is your age? / 



6. What is your sex? ^ ^ 



MA1£ 





II. Course Information: 

7. Whatcan you do now that you couldn't do before taking this course? 

in ryy5' 

/ U 0 

8. How many classes have you attended so far? 

classes. J i/ri%S 

9. Has this course helped you meet or work toward any of your personal 
goals? \/ 

/Yes No 
(If you checked yes, please answer the next part of the question) 
Inwhatwav? -^aJjC^U-j 

0/^5^^ ^ lxJSyL and. 



hi Li nifkrias^^ vx^^^^^ 71(L 



Instructor 
Date anecdote occurred 



Characteristics of participant : 

Se x A\ Approximate agc:^Zl Race VV iLVij^ 

Job nixTTpn m mi j^rider iftvAo^^ with plant ^J2^(^'KS 

Please describe In the space below cornmenLs made by this participant about how he 
or she Is applying the content of instrucUon to Job or to everyday life sit uaUons. Please 
be as specific as you can. providing participant quotes If possible. 
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10. Circle one number in each row across to show how you would rate 
each item. 


Example: 














1 love country music 


5 


4 


3 


2 


I 


1 can't stand country music 


How would you rate this program? 










Very Interesting to me 


5 


4 


© 


2 


I 


Etoring to mt 


Very useful to me 
on the job 


® 


4 


3 


2 


I 


Totally useless to me on 
the Job 


Much too difficult for me 


5 


& 


3 


2 


I 


Much too easy for me 


Very useful to me 
outside work 


© 


4 


I 


2 


1 


Totally useless to me 
outside of work 


Exactly what 1 expected 




A 


3 


2 


I 


Not at all what 1 expected 



How would you rate the materials? 

Hard to learn and 5 4 3 

confusing for me 



Easy to learn and simple 
for me 



1 1. Would' you recommend this course to a co-worker or friend? 




No 



Why or why not' 

acc 



12. iKyoXixouId change anything aboarthiM>ro2ram, whaTt youUl it be? 




I hank yoi^'/or laKing time to help evaluate this course. Your answers will be 
very useful in irying to make it better. 



© 1990, PerformanccPlus Learning Consultants, Inc. 



S7 



Workplace Literacy Project Programs Evaluation JO 
® 1990 Performance Plus Leam.ing Consultants. Inc. 

7869 Ckxiolphin Dr.^ SpringfieldL VA 22 J 53 (703)455 1735 FAX 703-455-5957 



Instructor Anecdotal Report Form 

Instructor 

lote occurred / J\/-l,CC- 



Date anecdote occurred 



Characteristics of participant : 

Sex^""^ Approximate agd^^ Race \^Jv( Tl y 
Job classlflcatlo n/1 ^y/^/^/cA^ enlority with plant ____ 



Plea?- describe in the -space below comments made by this participant about how he 
or she is applying the concent of InstPJcUon to Job or to everyday life situations. Please 
be as s^clflc as you can, providing participant quotes If possible. - / 




OREGON CUTTING SYSTEMS EMPLOYEES 

AT 

TARGETED LEARNING CENTER 

FOR 
BASIC SKILLS 



4 



979 

^ bterocy at WoA 



POFT-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Information: / r\'^/ n C 

1. How long have you worked at this company? / D ^^i(pY^ 



2. How long have you done this kind of work? / J) f^/ (L/} ^ 

3. How long have you worked in your present position? j '^/O/K' 

4. What is your job title'' QU CUMU ■ ^J f hl/I.( yi//Uj 



5. What is your age? 

6. What is your sex? 




Male Female 



ERIC 



11. Course Information: 

7. Wha^can you do now that you couldn't do before taking this cours 

fU6l d id-t at l^^t. 

8. How many classes have^u attended so far? 

'^.classes. / ~tjLKm^ 

S. Has this course helped you meet or work toward any of your personal 
goals? Jjy ^ 

/Yes No 

(If you checked ye^, please answer the next part of the question) 
In what wav? / / / y 
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10. Circle one number in each row across to show how you would rate 
each item. 



Example: 

I love country music 5 4 3 

How would you rate this program? 
Very Interesting to me 4 3 

Very useful to me /SJ 4 3 

on the \ob — 



2 1 



i can't stand country music 



2 1 
2 1 



Boring to me 



Totally useless to me on 
the Job 



Much too difficult for me 5 



(3) 



2 1 



Much too easy for me 



Very useful to me 
outside work 



Totally useless to me 
outside oi work 



Exactly what I expected 



Not at all what 1 expected 



How would you rate the materials? 

Hard to team and 5 4 3 

confusing (or me 



Q 



Easy to learn and simple 
for me 



11. ^^ujd you recommend this course to a co-worker or friend? 
Yes No 



Why or why not- ^ JuCP-fUL 




0^ t)i^n<Jiri^ n'JL- 



12. U you could change anything. about tJhiMJrogram. what would it be^ 

dOM. ^^fv^ a^/UyH^ fry Ml/0 

k yoiJ'ror taKing time to help evaluate this course. Your answers will be 



I hank yoi^'/or taKing time to help 
very useful in trying to make it better. l\ { 

© 1990, PerformancePlus Learning Consultants, Inc. 
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r 



REGISTRATION FORM 



I, Personal Infonnation 



Name — 



Current Address: 



Telephone NuuiLer: 

1. What is your age groupZ 



Birthdate 



5l-65yr5, 



l&.18yn>. 19-25yr3. 2S^yrs. 36-50yra. 

2. What is your ethnic group? 

1, ^White 2 Black 3. Indian 4 

3. What is your gender? 1. Male 2-^^Feinale 

4. Circle: Single Married Head of Household 



^Hispanic 5 



II • Employment Information: 

''tension No. ^ Mai 



Ibox 



5. How long have you worked for this company? 



Ics!i man 1 year 1-?yrs. 3-5yra 

6. What is your job title? 



G-IO y^s. 



mp^e man 10 years 



Other 



7, How long have you worked in this job title 




(beqinnirtg date) 



III. Training and Education InfomatjLon: 
8 



. What is the last grade you complet^i^ school^^^ 



below 8 8 



9 



1 yr college 

Have you earned any college degrees? 



Yes 2 



No 3 



more than 1 yr. college C 

Bachelors 5 



Associates 4.. 



Masters 



ERIC 



i 7 »^ 



Workplace Literaaj Project Programs Eualuation 
© J 990 Performance Plus Lecuning Consullants. Inc, 

7869 Codolphin Dr., Springfield VA 22153 (703)455- 1 735 



10 

FAX 703-455-5957 



Instructor Anecdotal Report Form 

Instructor 

Date anecdote occurred 

( ^characteristics of participant : 

Sex A Approximate age '^T^ Race ^/^(^/^ 



Plearr describe in the space below comments made by this participant about how he 
or she Is applying the content of Instruction to Job or to everyday life situations. Please 
be as specific as you can, providing participant quotes If possible. 





licli n.LUa AG Ceri-iriCcLCL ^ 



ERIC 



Workplace Literaaj Project Programs Evaluation 10 
© J 990 Perjormance Plus Learning Consultants, Inc, 

7869 Codolphin Dr.. SpringfieldL VA 22153 (703)455 1735 FAX 703 455 5957 



Instru< 



Instructor 

Date anecdote occurred 



Instructor Anecdotal Report Form 

. atlon 



<:haracterl.s tlcs of participant: 
Sex_ Approximate age 

Job classification 



44 Race WIkH, 



J1M ' a-tLuid(^'C 7Z 



Seniority with plant f t x - y 




Plearr describe In the space below comments made by this participant about how \\t ^ f/ 
<3r she Is applying the content of Instruction to Job or to everyday life situations. Please C^-^ 
be as specific as you can. providing participant quotes If possible. 




ERIC 
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10. Circle one number in each row across to show how you would rate 
each item. 

Example: 



I love country music 


0 


4 


3 


2 


1 


1 can't stand country music 


How would you rate this program? 










Very interesting to me 


(!) 


4 


3 


2 


1 


Boring to me 


Very useful to me 
the )ob — 


5 


4 


(2) 


2 


1 


Totally useless to me-on- 
the job 


Much too dKficult (or me 


5 


4 




2 


1 


Much too easy (or me 


Very uselul to me 
outside work 


5 


© 




2 


1 


Totally useless.to me 
outside o( work 


Exactly what 1 expected 


© 




3 


2 


1 


Not at all what 1 expected 


How would you rate the materials' 


} 








Hard to learr and 
contusing for me 


5 




3 


2 


I 


Easy to leam and simple 
for me 



II. 



bu recommend this course to a co-worker or friend? 



Wq|i1^( 



12. If you could change anything about this^orogram. what would it be? 



1 nank yoi^'/or taxing time to neip evaluate this course. Your answers will be 
very useful in trying to make it better. 



© 1990, PertormancePlus Learning Consultants, Inc. 
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Literacy at Work 



POST-PROGRAM PARTICIPAMT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Information: ^^^f[/Oi^ 

1. How long have you worked a^his company? 



2. How long have you done this kind of work? 



3. How long have you worked in your present position? 

4. What is your job title'' • 

5. What is your age? . 

6. What is your sex? 

Male Female 



11. Course Information: 

7. What can you do now that you couldn't do before taking this course? 

tLjfiL cm -/111 amipMcr- 



8, How many classes have you attended so far? 

, classes. / fjlKmy 

9. Has this cours^ji^lped you meet or work toward any of your personal 
goals? 




/yes No 



0^ you checked yes, please answer the next part of the question) 
Inwhatwav?^ -^^^/^/^/ y^/^cZ 

/ qit m -/ivi^/cu^o ^^^^^ 



9. Which of the following are vour reasons for attending this 
class? (Y^u may mark up to three answers •) 

V y ^. To improve my job performance. 
\y h. To qualify for future. job postings • 
__>^c* To further my education. 
1/" d. To meet personal goals. 

e* To find out more about this training. 

^ f . To become more active in company training programs 
. g. Other 

10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1. Read about it. 

2. __/Listen to presentations or talks about it. 

3 . y Have someone show and tell you about it. 
4 . Other (Describe) 




11. Did you choose to take this class? 1. V Yes 2. No 

12. VThat do you expect to get from this class? / 




WPL 1/15/91 



[)1 
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REGISTRATION FORK 



I» Personal Information 
Name. 



Current Address: 



Telephone Number: 



Birthdate: 



1, What is your age group?. ^ 



16-18yra. 



19-25yr3. 2fr06yra. 36^rs. 51-65y«. 6S-yrs. 



2. What IS your ethnic group? 

l.K White 2. ■ Black 3. Indian 4._Hispanic 5. Other 

3. What is your gender? 1. Male 2.^ Female 

4- Circle: Single ^^ ^^rried ) Head of Household 
II. Employment Information: 

enrcLUA^ biccui6-c hui>k)am 



Extension No. if Mailbox. 

5. How long have you worked for this company? 




less Ihan 1 y««r l-2yrs. 3-5yf5. S-IOyrs. mofe man 10 years 

6. What is your job title? 



7. How long have you worked in this job title? 



(beginning date) 



III. Training and Education Information: 

8. What is the last grade you complete in sch^j^rlT' 
below 8 8~ 9~ 10 11 12 GED 



1 yr college more chan 1 yr. college 

Have you earned any college degrees? 
1. Yes 2.1/no 3. Associates 4. Bachelors 5. Masters 



9. Which of the following are vour reasons for attending thi 
class? (You may mark up to three answers.) 

^ a . To improve my job perf onnance* 
^^^h. To qualify for future. job postings, 
c. To further my education. 




_^d. To meet personal goals. 

\/^ e. To find out more about this training. 

^ f. To become more active in company training programs 

g« other 



10. Which way do you BEST like to get information ai out somethin 
you need to know more about? (Please nark only one .answer,) 

1. Read about it. 

2. X Listen to presentations or talks about it. 

3 . Have someone show and tell you about it. 
4 . Other (Describe) 




11. Did you choose to take this cla:^:^? 1. K Ves 2. No 

12. What do you expect to get fron this class? 



4 



W?L 1/15/91 
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Literacy at Work 



POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question belov/. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background loformatioQ: 

1. How long have you worked at this company? 



2. How long have you done this kind of work? 




3. How long have you worked in your present position? 

4. What is your job title'' ' 

5. What is your age? ^ 

6. What is your sex? 

Male 



II. Course InformatioD: 

7. What can you do now that you couldn't do before taking this course? 

/ U ' 0 

8. How many classes have you attended so far? 

classes. St fJLnU iMO^^ ^ ^ 

9. Has this course helped you meet or work toward any of your personal 
^oals? y 




/Yes No 

(If you checked yes, please answer the next part of the question) 
In what wav? --7 — 



Section VI: EVALUATING FUNCTIONAL CONTEXT PROGRAMS 



10. Circle one number in each row across to show how you would rate 
each item. 

Example: 



1 love country music 


S 


A 


3 


2 1 


1 can't stand country music 


How would you rate this program? 








Very interesting to me 


5 


4 


© 


2 1 


Boring to me 


Very useful to me 
on the Job 


5 


4 


3 




Totally useless to me on 
the Job 


Much loo difficult for me 


5 




3 


2 I 


Much too easy for me 


Very useful to me 
outside work 


5^ 


0 


3, 


2 1 


Totally useless to me 
outside of work 


Exactly what I expected 


5 


A 


(T) 


2 1 


Not at all what I expected 



How would you rate the materials? 

Hard to learn and 5 4 3 1 Easy to learn and simple 

confusing for me for me 



ERIC 




1 1 . Would 5^ou recommend this course to a co-worlcer or friend? 
Yes No 

12. H you could change anything about tlris^roeram. what^ould it be? 

7 ' oi24i.i>-fuk heccuzf- 



u 



rnank you';or taxing time to neip evaluate tnis course. Your answers will be 
very useful in trying to make it better. 

/'J 

© 1990. PerformancePlus Learning Consultants. Inc. 

Figure 6-3. cxDntinued 



DCS 



Oliatl Ul1l¥\/(JLU0 



REGISTRATION FORK 



ERIC 



I • Personal Information 
Name 

Current Address: 



•-■^-1-3^ 



Telephone Number: Birthdate 

1. What is your age group?, ^ 

16^18yra. l&^yTT" 2W6yr». Se^ra. Sl-SSyrs. 65-yrs. 

2. What is your ethnic group? 

1. White 2. . Black 3. Indian 4. Hispanic S-J^Other 




3. What is your gender? 1. Male 2 



./resale /^^/^ 




II* Employment Information: 



Extension No.r Mailbox. 



5. How long have you worked for this caiTipany' 



less Ihfln 1 year 1-2yre. ^-Syrs. 6-10 yrs. more Uian 10 years 

6. What is your job title? mnviA.dac+u jiM W(jrt(4- 

7. How long have you worked in this job title? () J 

(beginwing date) 



III. Training and Education Infornation: 
8. What is the last grade you complet^^/irn school? 
below 8 8~ 9~ 10 11 12 GED 



1 yr college raore than 1 yr. college 

Have you earned any college degrees? 
1. Yes 2. No 3. Associates 4. Bachelors 5. Masters 



<'2 




Date anecdote occurred 
Characteri stics of p a rticipant : 

Sex — ^ Approximate age 5^ Race A^U l'l. 

Job iii\t^-2<y^jL£^^ With plant KijcYl'/^ 



I^IT^ ^P^^*^ ^^^^"^ comments made by this participant about how he 

or she is applying the content of InsLrucUon to Job or to everyday life sltuaUons. Please 
be as spccinc as you can. providing participant quotes If possible. 

■ ^'J C^/h rc^i^^ .d)rc iurL'tL. ntac/^ 

btirur lOUh ^mUsL " 



I 



/ 
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Litefxacy c* Work 



POST-PROGRAM PARTICIPA^^^ 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help Improve the course materials you 
have used. 

I. Back^ound loformatlop: ^ 

1. How long have you worked at this company? /C CflO /. 



2. How long have you done this kind oi work? 'U 6/^>^'^5^ 



3. How long have you worked In your present position? / (//^^ 

4. What is your job title'' 



5. What is your age? 

6. What is your sex? 




Male Female 



II. Course Informatloa: 

7. What can you do now that ;^ou couldn't do before taking this course? 



/ (J 0 

8. How many classes have you attended so far? 

.classes. / /^'/^TO 

9. Has this cours^ helped you meet or work toward any of your personal 
goals? 




/'Yes No 

0^ you checked yes, please answer the next part of the question) 

In what wav? . / / ^ / ^ /' / 



9. Which of the following are vour reasons for attending thi 
class? (^u may mark up to three answers.) 

^ a. To improve my job performance. 

To qualify for future, job postings. 



/c. To further my education. 



i/ d. To meet personal goals. 

e* To find out more about this training. 

^ f. To become more active in company training programs 

g. Other 



10. Which way do you BEST like to get information about somethin 
you need to know more about? (Please mark only one answer.) 

1. X R^ad about it. 

2 . \/ Listen to presentations or talks about it. 

3. Have someone show and tell you about it. 

4 . Other (Describe) 




11. Did you choose to take this class? 1, i/^ Yes 2. No 

12- What do you expect to get from this class? ^ 





W?L 1/15/91 
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10. Circle one number in each row across to show how you would rate 
each item. 

Example: 

Hove country music "5 4 3 2 1 I can't stand country music 
How would you rate this program? 

Very Interesting to me ^) 4 3 2 1 Boring to me 

Very useful to me (?J 4 3 2 1 Totally useless to me on 

on the Job ^ the Job 

Much too difficult for me 5 4 2 1 Much too easy for me 

V^ry useful to me fsj 4 3, 2 1 Totally useless to me 

outside work v-/ outside of work 

Exactly what I expected 5^32 Not at all what 1 expected 
How would you rate the materials? 

Hard to learn and S 4 3 2 fl) Easy to learn and simple 

confusing for me (or me 

1 1. Woul/tl^ou recommend this course to a co-worker or friend? 
Yes No 

Why or why not' 



12. If you could change anything about thiS/prograiTi. what would it be? 



I hank yoi^'/or taxing time to neip evaluate this course. Your answers will be 
very useful in trying to make it better. 

© 1990. PerformancePlus Learning Consultants, Inc. j ^ ^ . 

Figure 6-3, continued 



Workplace Literacy Project Programs Eualualton 
© 1990 Performance Plus Learning Consultants Inc 

7869 Codolphin Dr.. SpringfielcL VA 22153 ' (703)455- 1 735 



10 

FAX 703-455-5957 



Instructor Anecdotal Report Form 
instructor A/^f. K) ij^tUC'l^X^t Location QO^ ^ 



Date anecdote occurred. 



Chararlffnstlr<i o f nartlrinanf 

^<^—E Approximate age 44- Race Wh.i.-U. 

Job classincatlonXdij2jllici_Senlority wiih plant JD '''UK '^ 

or she t'an^^t^^ J.^nf "T^r'^^T """^^ "'^de by this participant about how he 
^S\^?Sfc^y?J"^[,S~^ 




ocs 



REGISTRATION FORM 



I. Personal Information 
Name. 



Current Address: 



Telephone NumLer: Birthdate:.^ 
1. What is your age group?, 



:9-25yrr 26^yra. 36^ra, 51-65yr3. 6S-yrs. 



2. vmat is your ethnic group? 

l. A^VThite 2. ■ Black 3. Indian 4 Hispanic 5 

3. What is your gender? 1. Male 2.X^ Female 

4. Circle: Single ^^^garrie?) Head of Household 



Other 



II. Employment Information: , 

Extension No . ^ ^^"^^^-^ Mailbox. 



5. How long have you worked for this company? 



lejj than 1 y«ar \-7>,^~ 3-5yrs. 6-lOyrs. more manlO year^ 



6. What is your job title?. 





7. How long have you worked in this job title 



(begifjriing date) 



III. Training and Education Information: 
8. What is the last grade you complete school? 




below 8 8 9 10 11 12 GED 



1 yr college more than 1 yr. college 

Have you earned any college degrees? 
1. Yes 2.'~ No 3. Associates 4. Bachelors 5. Masters 



ERIC 1 1 h 



9. VThich of the following are vour reasons for attending this 
class? (Y^^ may mark up to three answers.) 

^ To improve my job performance. 

b. To qualify for future, job postings. 
___/c. To further my education, 
d. To meet personal goals. 

e. To find out more about this training. 

f. To become more active in company training programs 
g. Other 



10 



Which way do you BEST like to get information about something 



you need to know more about? (Please mark only one answer.) 



1. (X"^ Read about it. 

2. Listen to presentations or talks about it. 

3. Have someone show and tell you about it. 

4. Other (Describe) 




11. Did you choose to take this class? 1. 

12. What do you expect to get from this class? 



Yes 2. No 




WPL 1/15/91 



Lterocy at Work 

POST'PROGRAM PAimClPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Background Information: . // 

1. How long have you worked at this company? / 




2. How long have you done this kind of work? 

3. How long have you worked in your present position? 

4. What is your job title'' 



5. What is your age? 

6. What is your sex? \/^ 



Male Female 

II. Course Information: 

7. What can you do now that you couldn't do before taking this course? 

... ^ 

/ U 0 

8. How many classes have you attended so far? 



.classes. / 't^HOij 



9. Has this cours^^lped you meet or work toward any of your personal 
goals? 



/Yes No 

(If you checked yes, please answer the next part of the question) 
In what wav^i 




0 

1 ai 



iJLttXii ^n^iO -i^M^ 
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10. Circle one number in each row across to show how you would rat e 
each item. 

Example: 

I love country music 5 4 3 2 (^\^ I can't stand country music 

How would you rate this program? 

Very Interesting to me 5 (^4^ 3 2 I Boring to me 

Very useful to me fsj 4 3 2 1 Totally useless to me on 

on the Job ^ the Job 

Much too difficult for me 5 4 2 "^^^^ Much too easy for me 

Very useful to me (V^ 4 3, 2 I Totally useless to me 
outside work outside of work 
. 

Exactly what I expected (5^ ^321 Not at all what I expected 
How would you rate the materials? 

Hard to learn and 5 4 3 2 f \ ) Easy to learn and simple 

confusing for me ^"-^ for me 

11. VJq\i\^^u recommend this course to a co-worker or friend? 
Yes No 

Why or why not' /^CpS MCO bt^C^ , 

12. H you could change anything about t^rls^projzram, what would it be? 



i hank yoi^';'ur taxing time to help evaluate this course. Your answers will be 
very useful in trying to make it better. 

Ill 

® 1990, PerlormancePlus Learning Consultants, Inc. 
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REGISTRATION FORK 



I. Personal Information 



Name. 



Current Address 



Telephone Number: , 

1. What is you r ^ge groupZ 



Birthdate:/ 



16-18yr3. 



19-25yr5. 



26-36yr3. 



36-50/ ra. 



51-65yri, 



65-yr3. 



2- vmat i^your ethnic group? 

1. V White 2. . Black 3. .Indian 4. Hispanic 5. Other 

3. What is your gender? Male 2. Female 

4. Circle: jingle) Married Head of Household 
II. Employment Information: 



Extension No.n. 



Mailbox 



5. How long have ^^^ptf" worked for this company? 



less t/ian 1 yoar 1-2yr5. a-5yfs. 

m I 



6-10 yfs. more than 10 years 



6. What is your job title?, 

7. How long have you worked in this job title? 



(beginnorrig date) 



III. Training and Education Information: 

8. What is the last grade you complete^^ school? 



below 8 8 



10 11 



12 GED 



1 yr college more than 1 yr. college 

Have you earned any college degrees? 



Yes 2 . ' ' No 3. Associates 4 



Bachelors 5 



Masters 



er|c 



n 



Instructor^ 
Date anecdote occurred 




Characteristics of p a rticipant : 

Sex Al^ Approximate age Race Vylli.h 

Job UUe__^Cl/ Seniority with plant _ 



Please describe in the space below comments made by this participant about how he 
or she Is applying the content of Instruction to Job or to everyday life sItuaUons. Please 
be as specIQc as you can, providing participant quotes If possible 




'CiC/iL 
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Uterocy at Woric 



ERIC 



POST-PROGRAM PARTICIPANT 
Survey Sheet 



Directions: Please answer each question below. The information you give will 
be used to evaluate and help improve the course materials you 
have used. 

I. Back^ound Information: . 

1. How long have you worked at this company? iQ (J^^ 

2. How long have you done this kind of work? _ 



3. How long have you worked in your present position? ^ U^?S> 

4. What is your job title'' 




5. Wna, is your age7 . ^ ^f^ CULU^f^ 

6. What is your sex? 



Male 




II. Course Information: 

7. What can you do now that you couldn't do.before taking this course? 

/ (J ^ 0 

8. How many classes have you attended so (ar? 

classes. 

9. Has this course helped you meet or work toward any of your personal 
goals? ^ 

/Yes No 

(If you checked yes, please answer the next part of the question) 
Inwhatwav? . / ^ ^ 

4^ o-tki^ cm^^^ - 



114 



9. Which of the following are. vour reasons for attending this 
class? (You may mark, up to three answers.) 

ya,. To improve my job performance. 

^ b. To qualify for future. job postings. 
To further my education. 

j/^ d. To meet personal goals. 

e. To find out more about this training. 

^ f. To become more active in company training programs 

g. Other - 

10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark, only one answer. ) 

1. k/^ Read about it. 

2. Listen to presentations or talks about it. 

3. Have someone show and tell you about it. 

4. Other (Describe) 



11. Did you choose to take this class? 1. ^ Ves 2. No 

12. What do you expect to get from this class? 



WPL 1/15/91 
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10. Circle one number in each row across to show how you would rate 
each item. 

Example: 



1 love country music 


© 


4 


3 


2 


I 


1 can't stand country music 


How would you rate this program? 










Very Interesting to me 




4 


3 


2 


1 


Boring to me 


Very useful to me 
on the }ob 


0 


4 


3 


2 


I 


Totally useless to me on 
the Job 


Much too difficult for me 


5 


0 


3 


2 


1 


Much too easy for me 


Very useful to me 
outside work 




4 


I 


2 


1 


Totally useless to me 
outside of work 


Exactly what 1 expected 




A 


3 


2 


I 


Not at all what 1 expected 


How would you rate the materials? 

Hard to team and S 4 
confusing for me 


3 


2 




Easy to learn and sjp>tJTe 
for me 



1 1. WmilcJ you recommend this course to a co-worker or friend? 
^ ~" No 

12. U you could change anyth^nj; about this^Droeram. what would it be? 



I hank you';or taiang time to Help evaluate tnis course. Your answers will be 
very useful in trying to make it better. 

© 1990, PcrformancePlus Learning Consultants, Inc. 1 [ 



instructo r/^ / ')Xj)k /Y^/^ ^nt w.f.nn_ /^(^ 




Date anecdote occurred 

Characteristics of participant : . 

Sex /~" Approximate age ^ Race W^jl iXji. 

Job tltle^-2 / ; iUO. C-kl n / kAi.nty with plant /C UM l'S 

Please describe In the space below comments made by this participant about how he 
or she Is applying the content of Instruction to Job or to everyday life situations. Please 
be as specific as you can. providing participant quotes if possible. 



LLii> t Dip I c/s nu nt 



n: 



REGISTRATION FORK 



I. Personal Information 



Name. 



Current Address; 



Telephone Number: 

1. What is your age group?. 



16-18yr3. 



19-25yr3. 



26-36yra. 



Birthdate: 



65-yrs. 



3 
4 



What is your ethnic group? 

1. J6 White 2. ■ Black 3. Indian 4 ._Hispanic 5. Other 

What is your gender? 1. Male 2 . X. Female 

Circle: Single /liarried^ Head of Household 



II. Employment Inf oiiaation: 

Extensi^"^. ^ '^(/3 Mailbox 

5. How long have you worked for this company^ 

-/C^- 

less ihon 1 year V2yrs. 3-5y»s 



S-10 yrs. >^ote Oian 10 ycors 



6. What is your job title? 

7. How long have you worked in this job title? 



,y.3, f ^ . 



(beginning date) 



III. Training and Education Information: 

8. What is the last grade you complete, in school? 



below 8 8 



10 11 /12 GED 



1 yr college 



mo 



re than 1 yr. college 



Have you yearned any college degrees? 
1. Yes 2 . 'Vy No 3. Associates 4. Bachelors 



Masters 



US 



9. VThich of the following are voor reasons for attending this 
class? /You may marJc up to three answers.) 

X J a- To improve my job performance. 



'X b. To qualify for future. job postings. 
')(\ c. To further my education. 

^ A Tn, moot- noT-«;nnal aoals. 



d. To meet personal goals 

e. To find out more about this training. 

f. To become more active in company training programs 

g. Other 



10. Which way do you BEST like to get information about something 
you need to know more about? (Please mark only one answer.) 

1 . Read about it. 

2. ^ Listen to presentations or talks about it. 

3. Have someone show and tell you about it. 

4. Other (Describe) 



WPL 1/15/91 



11. Did you choose to take this class? 1.^ Yes 2. No 

12. What do you expect to get fron this class? 



WARN INDUSTRIES EMPLOYEES 
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WARN 
FOR 
SHOP MATH 
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Sorvay Mialta 

Colou 1: Cottria coda- Wars Sbop lUth 
Coins 2 1 ToBur* tilth cottpaay 
ColoM 3t Smm 
Colm 4: Agd 
ColMB S: WMcm 

Coda for (^•■tlooi 1 to S: 7*7*"» o-ooy a»UACortol« or la ft blook. 
Codo for stAtMMot rnvmbrm 4 to 10: »^9ro«r d-^oogroo, o<»Mt oatro. 

QMOt tloM 

1. Cob yoo lolva problma that yoa coolda't lolvo bafora tAUo9 tbo claaaT 

2. Do yoo thlak tba tba akllla laaraod la thla claaa will halp la yoor job? 

3. Do yoo thlak tba cooraa haa (or will) balp<od) yoo Boot oay of yoar pcraoaal goals? 
4« Mould yoo racoaMoad tha coursa to a f allow-asployaa or frlaad? 

S. Haro tba aatarlala oad workbooks bolpfol? 

Stotasaata 

4. Tho couraa was too hard* 

7. Tho coQjraa will bolp m oa tha job. 

8. Tba coursa will balp mm ootslda of work. 

9. Tba coorsa was coa fusing at tlMs. 

10. Tha taacbar aada It aasy to laara. 

11 • I would Ilka aaothar class tauqbt this way. 



Qoastloo I StAtnaats f 



Coor 


Tsar 


3 Aga 


lU 


1 2 


3 


4 


5 


Class could b« battar If... 
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10 11 


msM 
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20 




■ y 


a 


y 


y 


Doa't koow 


d 


a 


a 


d 


a 






1 


a 


33 




y a 


B 


y 


y 


Just a dlffaraot typo of aath 


d 


a 


a 


d 


a 


a 


WMSM 


1 


r 


40 


H 


y y 


y 


y 


u 


■oro work dosa oa board la aach aath stop 
















2 


B 


40 


c 


y y 


y 


y 


y 


battar vaatilatod rooa^ stala air 


d 


a 


a 


a 


a 




wttsa 


2 


f 


40 


as 


y y 


y 


y 


y 




a 


a 


a 


d 


a 




msM 


3 


a 


2t 


c 


y * 


y 


y 


y 


Solt-pacod class 


d 












miSM 


4 


f 


3C 


c 


y ■ 


y 


y 


y 


It waa groat I thought 


d 












wasa 


4 


a 


42 


H 


Y y 


y 


y 


y 


caa't think of aaythlag 


d 












imsM 


S 


a 


37 


c 


y ^ 


y 


y 


y 


Mora Isdaptb, aztaad lato alg* or offar alg. aftar this oaa 












a 


misai 


S 


a 


34 


c 


y Q 


0 


y 


y 


Class oa how to use a calculator la dapth 


d 


a 


a 


d 


a 


a 


mwsM 




a 


27 


c 


y y 


y 


y 


y 


BOthlag 


d 


a 


a 


d 


a 


a 


rnnsm 




f 


27 


c 


y y 


y 


y 


y 


aora work packats, ais op problaas la tha packats 


d 


a 


a 


d 


a 


a 


mmsM 


7 


a 


2S 


c 


u y 


y 


y 


y 


Mothlsg 


d 












trasa 
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a 


30 
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y y 


y 
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y 


ao thing 


d 
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a 
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a 


a 


wasa 


1 


f 


27 


w 


y ■ 


y 
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y 


discuss aora la class 


d 












wasa 
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3C 
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y y 


y 


y 


y 




d 


a 


a 


d 


a 


a 


msM 


13 


f 


CO 


c 


y B 


u 


y 


y 


Studying wltbout tha distractions of paopla talking 


d 














20 


a 


(1 
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y y 


y 


y 


y 


instructor vary good» coasldar glvaa carts for coaplatlon 


d 


a 


a 


d 


a 


a 
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sunrcy E«fuXti 

CaXaui 1: Coarse code- wan SlkO|rtlftU\. (L w-^V^p<^^ \ t^^-^ • 
CoXoM 2: TvBore with ..'omptmy •) ^ ^ 

Colou 3: s«x 
C<»lau 1: ikqm 
coXm 5: Sac* 

Cod» Cor QMNtioBS 1 to 5: y«7«s» m^mo, a-oacertttJ^ or left blank. 
Code for ateteMAt aiabert 6 to 10: e-e9r«e« d-diiegree, «-aot sore. 

QueMtioas 

1. Cea fOQ solve probleae thet fon cooldn't eolve beforr takia? the claiiT 

2. Do yo« UOak the the ekllli learaed la thii cleis will help yoa ia four )ob7 

3. Oo you tiUak tbe coorae has <or »ill| belp<ed| yoo Meet aay of yoar persoaal qoelsT 

4. Mould you recoMend the coarse to e fellov-eaployee or friesd? 

5. Were the aaterials aad workbooks helptul? 

StateAeats 

6. The coorae wes too hard« 

7. The coarse will help m* ob the job. 

t. The coarse wj.ll help mm outside of work. 

9. The coarse wes coafusiaq at tlaes. 

10. The teecher stade it eesy to leera. 

11. I would like aaother cless taught this wey. 



• StatMeats f 

Cour Tear S Age Ra 1 2 3 I 5 Cless could be better if... S 7 i 9 10 11 
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0 
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26 


w 




n 


y 


y 


y 






d 


a 


a 


a 


a 


a 


8 


8 


m 


26 


w 


u 


y 


y 


y 


y 


More computers, one for each person. 




d 


a 


n 


d 


a 


a 


10 


10 


f 


41 


c 


y 


n 


y 


y 


u 


We need to Xearn more AMAPS 




d 


d 


d 


d 


d 


d 


10 


10 


m 


44 


w 


y 


y 


y 


y 


y 


smaller classes, so enough computers, individual help 


d 


a 


a 


n 


a 


a 


11 


11 


f 


32 


b 


y 


y 


y 


y 


y 


Teach us what we need to know in Assembly, inventory. 


parts etc 


d 


a 


a 


d 


a 


a 


11 


1 


m 


28 


c 


y 


y 


y 


y 




Longer to work on more specific items 




d 


a 


a 


d 


a 


a 


12 


12 


m 


0 


c 


y 


y 


y 


y 


y 


Make classes longer, PC for each student 




d 


n 


n 


d 


a 


n 


12 


12 


m 


31 


w 


y 


y 




y 




more in-depth 




d 


a 


a 


d 


a 


a 


13 


22 


m 


45 


c 


y 


y 


y 


y 


y 


To go through materials faster, probably fine for other student 


d 


a 


a 


d 


a 


a 


13 


13 


f 


60 


w 


Y 


n 


u 


y 


y 


Have a computer for everyone to work on 




n 


d 


n 


a 


n 


n 


13 


13 


f 


0 


c 


y 




n 


y 


y 






n 


n 


n 


a 


a 


a 


13 


0 


m 


35 


w 


n 


n 


n 


y 


y 


more hands on computer 




d 


n 


n 


a 


a 


n 


13 


26 


m 


51 


w 


y 


y 


u 


y 


y 


Make it longer 
















14 


1 


m 


38 


w 


y 


y 


y 


y 


y 


Nothing 




d 


a 


a 


d 


a 


a 


15 


15 


f 


61 


c 


y 


u 


u 


y 


y 


More hands on experience with PC's 




d 


a 


n 


a 


a 


a 


18 


28 


m 


49 


w 


y 


y 


y 


y 


y 


Longer class time more computers in class, more time 


on topics 


n 


a 


a 


a 


n 


n 


18 


4 


m 


39 


c 


y 


y 


y 


y 


y 


PC for each student 




d 


a 


a 


a 


a 


a 


18 


25 


m 


46 


c 


y 


y 


y 


y 


y 


To have access to AMAPS for use in the shop 




n 


a 


a 


a 


a 


n 


10 


32 


m 


56 


c 


y 


y 


y 


y 


y 


Typing 15 WPM should be a prerequisite 




d 


a 


a 


a 


n 


d 


18 


28 


m 


49 


w 


y 


y 


y 


y 


y 


More time in class, on computers on each topic, more 


computers 


n 


a 


a 


a 


n 


n 


20 


29 


ra 


49 


c 


y 


y 


y 


y 


y 


Allow more time, more hands on examples 




d 


a 


n 


d 


a 


a 


20 


6 


m 


41 


c 


y 


y 


y 


y 


y 


Nothing 




d 


a 


a 


a 


a 


a 


21 


0 


m 


62 


w 


y 


u 


y 


y 


y 


have computers available to practice on 




d 
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a 


24 


20 


m 


45 


j 


n 
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Teach DOS 
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a 
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y 


More computers per class 




d 


a 


n 


d 


a 


a 


25 


0 
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y 
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u 
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Sarvay Raiolts 

ColoiA 1: couci* cod#- van ah«fr»rtl^^ ^ij^^t/ij^ fyi^C^ 
Coloui 2: T«mir« with coapftay > 
ColoM 3: Su 
ColOB 4: hqm 
ColBU S: Mcft 

Cods for Qucitloii 1 to S; f^Tfrn-d, m^mo, u-qiAcoctalji or loft bluk. 
Co4o for StAtoMit lUKbsri € to 'iO: o^agro** <Hdii«grtto« ■•sot saro, 

• 

Quoitloii 

1. C*A yoo lolve problcai thot you coulcU' t lolvo boforo taLlag tfao cloiiT 

2. Do you thlik tho tho ikllli loariod la thli clou will h«lp yoo Iji yonr job? 

3. Do yoo think tho coorio boi <or will) holp(od) you M«t any of your pttriooaX go«li7 

4 . Monld you roc u — i j>d tho court* to a f ollow-aBployoo or f riond? 

5. Noro tfao Mtorialu mnd workbooks holpfol? 

StAtCMntS 

Tb« course was too hard. 
7. Tba coorsa will balp m os tba job. 
i. Tba coursa will balp aa outslda of work. 

9. Tba coorsa was confusing at tl^s. 

10. Tba ^aacbar aada It aasy to laarn. 

'il, X would lika aaotbac class taugbt tbis way. 



Ouastloa I Stataants # 

Cour Taar 3 Aga Ra 1 2 3 4 5 Class could ba battar if... € IT I 9 10 11 
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Do more on spreadsheets 
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a PC for everyone 
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Have more time to work on spreadsheet 
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More time to work on computers 
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make the course longer 
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An hour of instruction + an hour of lab time 
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topic for each week, ie> Vocab, buttons, diskS/ programs/ applicatio d 
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One computer per student 
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Hove class go more weeks so more material can be covered 
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Less people per class, complete projects not just parts on 
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Smaller class with one person per terminal 
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Have more time and more computers 
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more warn oriented (growth power?) 
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Extend time to 1 1/2 hours 
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A little longer, more time on computer 
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Smaller class, faster pace, more individual attention 
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write down in book what to do like page on input, editing 


d 


n 


a 


d 


a 


a 


7 


10 


m 


36 


w 


y 


y 


y 


y 


y 


Focus in on less topics 
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Hand out materials at beginning, or as you go along 
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nothing 
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Longer class sessions to allow for practice, questions 
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SuiTimaries of Supervisor Evaluation 

SHOP MATH PARTICIPANTS 
LEADERNAME CLASS Partipants name... A B C D 
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2 


4 


WNSM 


3 


3 


3 


3 


WNSM 


3 


3 


2 


2 


WNSM 


4 


4 


3 


4 


WNSM 


3 


4 


3 


4 


WNSM 


3 


4 


3 


4 


WNSM 


3 


4 


3 


4 


WNSM 


3 


4 


3 


4 


WNSM 


3 


4 


3 


4 


WNSM 


3 


4 


3 


4 


WNSM 


3 


3 


3 


3- 


WNSM 


4 


3 


3 


5 


WNSM 


4 


4 


3 


4 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


3 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


2 


3 


WNSM 


3 


3 


3 


3 


WNSM 


4 


3 


3 


3 


WNSM 


3 


3 


3 


3 


WNSM 


3 


3 


3 


3 


wnsm 


3 


3 


3 


3 


wnsm 


3 


3 


3 


3 


wnsm 


3 


3 


3 


4 


wnsm 


3 


3 


3 


4 



Question A: Production 5: greatly improved down to 1, greatly decreased, with 3: 

Question B: Quality 5: greatly improved down to 1, greatly decreased, with 3: st 

Question C: Future Plans 3: Better, 2: The Same 1: Worse 

Question D: Coop/Problem Solving 5: greatly improved down to 1, greatly decrease 

Averages, Question A: 3.1 

Question B: 3.2 

Question C: 2.6 

Question D: 3.3 



Course Evaluation 

You do not need to write your name on this form. 

********** 

How long have you worked at this company? 

How long have you done this type of work? 

What is your job title or position? , 



What is your sex? K or F (circle one) . 
What is your age? _____ What is your Race? 



********** 

What type of problems can you solve that you couldn't before taking the class? 



Your 


/answers are 


Kept 


Confidential 




*** 


Only 


Write your 


Name 


on this if 


want 


to be con- 


tacted 



Do you think the skills you teamed in this class will help you In your job? Why, or why not? How? 



Do you think the course has (or will) help you meet any of your personal goals? Why, or why not? How 



WouU you recommend the course to a fellow-employee or friend? Why or why not? 



Were the materials and workbooks helpful? What was good or bad about the materials used in this course? 



If you could change the course in any way, what would you suggest we do to make it a better class? 



Circle the answer that best applies... 




Circle one: 


•The course was too iiard 


agree 


not sure 


disagree 


•The course will help me on the job 


agree 


not sure 


disagree 


-The course will help me outside of work 


agree 


not sure 


disagree 


•The course was confusing at times 


agree 


not sure 


disagree 


•The teacher made it easy for me to learn 


agree 


not sure 


disagree 


•I would like another class taught this wau 


agree 


not sure 


disagree 



Use the back of this form if you wish to make further comments or suggestions. 
Thank you for your help. You will help us niake this a better course. 



er|c 
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LEADER'S EVALUATION OF TRAINING EFFECTS 
ON THEIR TEAMS 

Leader's Name: , 

Today's Date: 

Course Name: ; 



Below you will find an evaluation matrix. Now that the first year's 
courses have been ccinpleted, how would you rate their effects on the 
participants that you lead? Use key below: 



NAME 


PRODUCT- 
ION 


QUALITY 


FUTURE 
PLANS 


CO-OPEHATION AND 

• 

PROBLEM SOLVING 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 




5 4 3 2 1 


5 4 3 2 1 


3 2 1 


5 4 3 2 1 



KEY: 

Production: 

5 = Greatly Increased 4 = Somewhat Increased 3 = Stayed the Same 
2 = Somewhat Decreased 1 = Greatly Decreased 

Quality: 

5 = Greatly Improved 4 = Somewhat Improved 3= Stayed the Same 

2 = A few more errors 1 = Many more errors 

Future Plans: 

After completing the program, when new technical equipment or 
training comes to your department, do you think your employees 
will be able to handle it 

3 = Better 2 = The Same 1 = Worse 

Co-operation or Problem Solving: 

5 = A Lot 4 = Some 3 = Same amount as before program 
2 = Little 1 = None 

Overall: 

Since your employees participated in the program, do you feel 
your job as a leader has become 

5 = Much Easier 4 = Somewhat Easier 3 - Same as Before 
2 - Somewhat More Difficult i = Much More Difficult 

Please give an example: 

^ 



pnj^iturn to Jean Gillespie by December 12. Call Toni (4 57) or Scott 
£J^25) with questions. 




Comments on the Supervisors' Evaluation Form 
Regarding Shop Math 



Required paper work accuracy has improved somewhat. 
No Noticeable Change 

...learned to do inventory transactions and cycle counting/... training has been helpful in new duties. 
...(easier) because I don't have to spend time working with X on problems, he can do now. 
Simple math...^lme cards, production jobs, pulling materials for jobs. 



WARN INDUSTRIES EMPLOYEES 

AT 
WARN 
FOR 

COMPUTER BASICS 



ICS 



S Age Ra 'What type of problems can you solve that couldn't before.. 



f 28 w Hands on experience on spreadsheet was nice 

f 23 c know how to change things in Word Perfect, spreadsheet 

f 39 w How to use a spreadsheet 

m 28 a 

f 32 w I know a little more than 1 did before 

m 23 w I can better understand a computer now. 

m 39 c More comfortable with computers 

F 65 W typing skill improved, operations of computer 

m 36 h Not so much nroblem solving, have wider knowledge, skill 

f 25 c Understanding the questions the computer is asking 

m 36 c How to get help when running applications 

m 39w Not sure without more use of Computer 

f 36 c Knew nothing about computers before class 

m 22w somewordprocessingorspeadsheets 

f 36 c How to use all aspects of a PC 

m 27 w How to work with PCs 

f 44 w Can turn on computer and do some work on it 

m 32 c 

m 27 w all kinds of things using a spread sheet 
f 44 c Can do memos by myself 
m 30 w Could not even turn on computer before class 
f 30 s Can now do basic navigation and basic work 
M 30 W run word processors and spreadsheets 
m 36 w No previous experience on PC's 
f 39 c changing descriptions, progr^ims 
f 44w 

m 51 w Made it easier to run programs, ie, WP, spreadsheet 
m 26w 

m 26 w It was only basic operation of computer^no problem solvg 

f 41 c Typing, easy to correct, spreadsheets 

m 44w Doing spreadsheet calculation, graphs 

f 32 b How to turn on computer, how to use computer files 

m 28 c Now have some background in computers 

m Oc understanding computers 

m 31 w I know how to get around in a computer, helped a lot 
m 45 c Can do own projects without help, memos, graphs, charts 
f 60 w How to get computer started 

f Oc Turning computers on, margins, deleting etc. 
m 35w 

m 51 w Can do basic things to operate and use computer 

m 38 w How to use spreadsheet, WP, formatting disk 

f 61 c How to use a PC 

m 49 w make work better more enjoyable 

m 39 c Using directories and floppies 

m 46 c Turning on comp. Word Perfect, how comp works 

m 56 c can access computer without doing damage to it 

m 49 w understanding comp, can make work belter, more enjoyable 

m 49 c How to get into computer 

m 41 c Run a PC now fairly confident 

m 62 w Can use Word Perfect, spreadsheet on IBM 

m 45 j None 

m 42 w understand new programs easier 

m 57 w how to get in and out of work in process 19^1 



O m 



48 w Word Perfect 

49 w 




ERIC 



S Age Ra Do you think the ikills will help yon in yonr job 



ERIC 



f 28 w possibly spreadsheet, not sure if wc will use it 
f 23 c Helps me find my way around the computer 
f 39 w Will help to fmd information 
m 28 a 

f 32 w I know a little more about computers 

m 23 w I donH use computer in job anymore 

m 39 c Applications, i^Kcd through the system 

F 65 W hope to be able to make labels and other jobs 

m 36 h Computer skills always a plus for careers 

f 25 c Can now relate to terms, use computer more 

m 36 c Don't use at work 

ro 39 w Maybe in future,now job leaves little time. 

f 36 c Will have to use one at work, not afraid anymore 

m 22w Uttlebitnow, more in the future, everything comput 

f 36 c when I was a Team Leader, not so much now 

m 27 w Possibly in the future 

f 44 w Can trace parts on computer 

m 32 c sometime down the road 

m 27 w down the road when I get enough training to do what I 

f 44 c Basic understanding, working knowledge of computers 

m 30 w Somewhere down the road 

f 30 a Hope it will become part of my job 

M 30W doesn't relate 

m 36 w Better understand computers and work with them 
f 39 c Barcode labels,eventuaily fmding if part is in stock 
f 44 w eventually 

m 51 w Won't need so much help running computer at work 

m 26 w Still working in assembly 

m 26 w It will give me more skills. 

f 41 c don't use those kind in work applications 

m 44 w Because computer will become integral part of my job 

f 32 b I can now be asked to do computer work 

m 28 c 

m Oc in the future 

m 31 w I won't be afraid to use one 

m 45 c Increasingly becoming a part of my job, learned terms 
f 60 w The computers are diiTerent 
f Oc 
m 35w 

m 51 w In future job wdll be using more computers 

m 38 w Computers are being used more, need to keep up 

f 61c 

m 49 w for record keeping and problem solving 

m 39 c with a little more time and practice 

m 46 c Using computers for inventory, information when need 

m 56 c Able to create data files for collection of tools 

m 49 w For record keeping and problem solving 

m 49 c Increasingly becoming a part of my job to use them 

m 41 c we're going to be using PC's more often 

m 62 w Just feel better about using an IBM PC 

m 45j 

m 42 w Access to programs that solve problems 
m 57w 

m 48 w Learned to use more than just amaps 

m 49 w Will help in future change, job opportunities 



S Age Ra ...help you meet any of your penooa] goals? 

f 28 w it helped me learn more about spreadsheets 

f 23 c Got me interested in taking other computer classes 

f 39 w to be able to complete a drafting degree 

m 28 a 

f 32w 

m 23 w have gotten more interested in computers 
m 39 c Speed 

F 65 W wanted to operate a computer for years/self confid. 

m 36h more computer literate,speakcomputerease better 

f 25 c Have always found computer hard to use, until now 

ro 36 c Help me be more compliterate^with future plans 

m 39 w To be computer friendly 

f 36 c Always good to gain more knowledge 

m 22w 

f 36 c For personal use at home, setting up pers finances 
m 27w not really 

f 44 w Can use comp at home, not be afraid of it 
m 32 c Learning to use computers 
m 27w 

f 44 c Take on more responsibility at work 

m 30 w I would like more time to work with it 

f 30 a Feel better about working with PC*s 

M 30 W better interact with computers 

m 36 w at least a step in the right direction 

f 39 c bctterunderstandcomp, different functions, uses 
f 44w 

m 51 w Helped me to reach goal of learning more about comp 

m 26 w Hope to be an engineer in the future 

m 26 w Starting new team, will be using computers in job. 

f 41 c If I plan to move around 

ra 44 w Plan to buy computer for use in home business 

f 32 b Says something to WARN about my dependablty, raises 

m 28 c 

m Oc 

m 31 w 

m 45 c Helped become more adept on computers 

f 60 w I would like to learn more about computers 

f 0 c not enough training in computer 

m 35w too basic 

m 51 w Gass should be longer 

m 38 w Machines I use are being run by computers 

f 61c 

ra 49 w what they can do to delp you at work 
m 39 c Learning PC skills is one of my goals 
m 46 c Will help m personal goals, work, knowledge 
m 56 c I won*t be computer illiterate 

ra 49 w understandng comp and how they can help you at work 
ra 49 c 
ra 41 c 

ra 62w Feelbetter about using coraputer 
ra 45j 

vr 42 w More relaxed and confident with coraputers 
ra 57 w understand smart cam better 
m 48 w Application change when company is in Powersoft 
ra 49w 



S Age Ra ...recommend this course to a fellow employee or co-worker? 



f 28 w if they doQ*t know anything about computers 
r 23 c Helps get you familiar with computer 
r 39 w Everyone should know the basics 
m 28 a 

f 32 w Because it covers the basics 
m 23w It was Tun 

m 39 c Only if they had a PC and planned to use daily 

F 65 W enjoyed it, sense of accomplishment 

m 36 h Help them to gain basic understanding of computers 

r 2Sc Nice refresher, introductory course 

m 36 c Was a fun and informative class 

m 39w to become familiar with computer 

f 36 c Very informative 

m 22 w good learning opportunity 

f 36 c it is fun, helps you be comfortable around PCs 

m 27w Iftheydon*t know anything about computers 

f 44 w Can help you understand and not be afraid on comp 

m 32 c It's a good basics class 

m 27 w unless the class was more related to Warn, rec. com 
f 44 c so many are computer ignorant and afraid of them 
m 30 w Well presented, not too fast paced 
f 30 a It*s a good basic course 
M 30W it^sfun 

m 36w For basic understanding of computers 

f 39 c Gives selfconfldence when working with computers 

f 44 w good for basic info 

m SI w Helps learning the computer so much easier 
m 26 w Teaches good skills for changes in the work place 
m 26w Ifthey had very little knowledge about computers, 
f 41 c It*s just nice to know 

m 44 w If not famihar with computer, good starting place 
f 32 b Scott helps aIot,he encourages you to make Mp class 
m 28 c 
m Oc 

m 31 w ifthey don't know anything about computers, a help 
m 45 c Helps teach comp in a friendly environn^ent 
f 60 w It will help you realize what a computer is about 
f Oc 

m 33w ifthey know nothing about computers 

m 51 w If he needs the basics 

m 38 w Need to know computers to keep up 

f 61 c It*s always good to learn new projects 

m 49 w can make your work easier 

m 39 c It starts out basic enough for even raw beginner 

m 46 c Forjob related uses PFK etc. 

m 56 c Because it covers the biasic fundamentals 

m 49 w it can make your work easier 

m 49 c 

m 41 c 

m 62 w To help them feel belter about using PC 
m 45 j Only ifthey don't already know about computers 
m 42 w Vital tool in understanding growth power 
m 57w 

^ m 48 w Skills learned have to be practiced 13^ 
£ [^(^""^ 49 w Excellent class for those who have Utile knwldge 



S Age Ra ...mat'U and workbooks helprul? 

f 28 w workbook and material were helpful to me 
f 23 c Tiey were helpful 

f 39 w Some of material could have easier to follow 
m 28 a 
f 32w 

zn 23 w not enough information to ^et in/^out of programs 
m 39 c Boring typing in all the definitions 
F 65 W need more detail 

0] 36 h Material good, but needed more information 

f 25 c Helpful to have all materials, agenda at beginning 

m 36 c Materials were developed thru this course 

m 39w everything was useful 

f 36 c Good hpving own PC to work with 

m 22w didn't help much, class time was most beneficial 

f 36 c If yoa bad time to read them 

ra 27 w Don*t like looking up list of words with no suggcstio 

f 44w 

m 32 c 

m 27 w more work sheets, more hands on 

f 44 c Helpful if vocabulary lists in the first class 

in 30 w 

f 30 a Very organized, like step by step workbook 

M 30 W need notes writtne in book for us, not lor us to do 

m 36 w 

f 39 c Need materials at beginning of class 
f 44w 

ra 51 w Altho not fancy, very appropriate for begining course 
m 26w 

m 26w The materials were very clear 

f 41 c He couldn't find a lot of definitions 

ra 44 w instructions quite detailed, some hard to find 

f 32 b helped to introduce computers to a new afraid student 

m 28 c 

ra Oc 

ra 31 w I got more out of listening to the teacher 

ra 45 c Experimental materials, got better as time went on 

f 60 w They told what things were, Scott helped explain them 

f Oc 

ra 35 w 

ra 51 w 

ra 38 w Enough help on material to learn basics 
f 61c 

m 49 w but not to much in depth if you in a problem (sic) 
ra 39 c essential 

m 46 c Helpful, but lacked help in using AM APS 

ra 56 c Were helpful, could be more concise 

ra 49 w Wrkbks give general idea, but not if you have a probl 

ra 49 c Less writing makes it easier to keep up with instruct 

ra 41 c 

ra 62w But most written comp directions arcn*t complete 
ra 45 j Basic DOS should be taught 
in 42 w Easy to understand and follow 
m 57 w 

ra 48 w Good because it was written in common language 
m 49w Cumbersome 



Comment 1: Are You More Comfortable Around Computers? 



249 

249 Hub 
249 Team 
350 
350 A 
8274 RV 
A/M Hubs 
Accessories 
Accessories 
Carrier Call 
CSR 

Flange Mount 350A 
Flange Mt 
Flange MT 
Flange Mt. 
Flange Mt. Nissan 
Human Resources 
Human Resources 
M 249 
M 249 
M 249 
M236 
M236 
M24 9 

Maintenance 

Mounting System 

Mounting Systems 

Nissan Hub 

Quicker 

Rounds 

RV 

RV 

RV 

RV 

RV 

RV 

RV Winch 
RV (Service) 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 

RV Winch Mid Size 

Shift Linkage 

Ssangyong 

Tool and Die 

Tool Crib/Tool Grinding 

Tool Grinding 

Tool Grinding 

* 

Tool Grinding 4 94 

- ERIC 



Basic understandin of PC s 

Never used one before, understand them a little more 
Not afraid of messing something up/ more familiar 
I know more about their operation 

1 now know how to get started 

Know more about what computer is able to do 
Because I can do more things 
Easier to navigate 

Understand more of the keyboard functions 
a little, but I understand the basic 
Understand terminology that is used in field 
Didn't know anything before 
Move around programs better, 

2 can't kill them as easy as I earlier thought 
I am not afraid I will destroy something 

Not afraid of hurting programs anymore 

understand the lingo 

Better understanding of the lingo 

Just an intro class, need repetition to remember 

Understanding th<»^. I can be productive with them 

In' s and out's have been explained 

Wasn' t uncomfortable before 

Before class, worried about losing data, doing damage 

Was basically a refresher course for me 

Need more hands on experience to feel comfortable 

Feel qualified to tackle PC 

More comfortable, more confident 

Never used WP, spreadsheet before 

Practice on PC help feel more comfortable, familiar 
Because I know I can't hurt it, like to buy one 
Better understanding of how they work 
Was scared of computer before taking class 
Before I was afraid I would mess • something up 
I know more about them 

Can do over if I didn't do it right the first time 

Didn't know anything before 
Will only feel comfortable throught experience 
Know term: ology, functions better, do productive wrk 
Pecause I .ad not worked with computers before 
Unless you format, its hard to do serious damage 

More familiar with them 

Knew nothing about them before 

More familiar with programs 

Was a brush up on things that 1 had learned before 
I like them 

My notes and the teacher make me more comfortable 
Knew most that was taught 

Better understanding of how to communicate with PC 

But will increase when I can put this trning to use 
Can turn one on, but didn't learn to use AMAPS 

13} 



Conunent 


2: Are you more familiar with the words and terms.. 


Team 






the basic terms 




But we really don't use the terms 


249 iiUb 


Didn't use the terms before taking the class. 


2 4 7 Team 


Learned definitions of common terms 




I can use them. . . 




Need more time on most things 




simply because they are explained in class 


A/M HitKc 

**/ n iiUDS 


Being exposed to them and the answers from Scott 


iicc6ssox xes 


Not really important to me 




understand hew to move thru menus more freely 


Earner Ldii 


Know a little more than I did before 




when using AMAPS, only don't have the same programs 


Flange Mount 350A 


Didn't know anything before 


Flange nt 


Helpful if I want to buy my own computer 


Flange MT 




rxange rit. 


We worked on vocabulary words 


rxoii^e Mu. nissan 




^liiliail ISC o 2> 


usable not technical 


iiurnon rsesources 


Real basics given, usable information, not tech 


M 247 


Very interesting, hard to remember without repetitn 


n ^ *i 7 


As long as I can use PC's I will be comfortable 


M 2 47 


learned terms not used before 


M236 


Normally work with AMAPS, taug\t me more about PC's 




Now I am comfortable with terms at a novice level 






namL.enance 


Especially with the spreadsheet program 


nounL.i.ng oysuem 


Better understanding what others talk about/ meaning 


riounuing bystems 


Before 1 knew nothing about PC's 




Nice to learn exactly what I was doing, terms 


Quicker 


Roiinrf<5 


Become more familiar, comfortable 


RV 


But nave to refer to wordlist,am reading about them 


RV 


Has a language all its own 


1\ V 


Didn't know any of the lanuage before taking class 


RV 


I know what they mean and do 


RV 


feels much better to have worked with them 


rsv 




rsv wincn 


Didn't know any terminology before 


RV (Service) 


Because it was explained 


rsv nincn 


Class focused on terms and definitions 


RV winch 




iNV wmcn 


Through use of the terms and the meanings 


RV winch 


rsv w^ncii 


Was previously computer literate 






RV Winch 


Basic background of computers 


iNv nxncii nxu oize 


The terms were explained very well 


oiij.xL. ifxnjwage 


I am learning tiae computer languages 




Learned new terms, good handouts^ notes 


Tool and Die 


Knew most that was taught 


Tool f^TI l^/T^^/^^ t^vi ws.j4i 

^LXD/ i oo± orinaing 


Have become more familiar with abbreviated words 


Tool Grinding 




Tool Grinding 


Now understand what the terms mean 


Tool Grinding 494 


Didn't know anything about them before 



Comment 3: Has the class helped you interact .more effective, 



Team 



■ ERIC 



249 

249 Hub 
249 Team 
350 
350 A 
8274 RV 
A/M Hubs 
Accessories 
Accessories 
Carrier Call 
CSR 

Flange Mount 350A 

Flange Mt 

Flange MT 

Flange Mt, 

Flange Mt. Nissan 

Human Resources 

Human Resources 

M 249 

M 249 

M 249 

M236 

M236 

M249 

Maintenance 

Mounting System 

Mounting Systems 

Nissan Hub 

Quicker 

Rounds 

RV 

RV 

RV 

RV 

RV 

RV 

RV Winch 
RV (Service) 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 

RV Winch Mid Size 

Shift Linkage 

Ssangyong 

Tool and Die 

Tool Crib/Tool Grinding 

Tool Grinding 

Tool Grinding 

Tool Grinding 494 



a little 

Haven't had the chance to use computers much. 
More comfortable 

I feel more confident abot going ino a word proc. • 
Learned you have to answer It's choices 
Bought computer since class, have taught myself mor 
Haven't had the chance to apply the skills 

Before class, didn't understand the keys functions 
Some 

Can learn how to use program step by step 
Know what keys to get help 

able to change bar code label without fear of hurti 
Now I know some terms that I have heard talked abou 
I am not afraid to use them 

Can use without double checking everything I do 



00 



By knowing basic commands, able to produce work 
learned WP, spreadsheet on IBM 
not really 

Learned what they do, how to get around on them 

Knew the other programs, spreedsheet was most helpf 
Can have information no more than one area at a tim 

Know more about how to operate comp,more effective 
The more hands on experience the more you learn 
Hands on experience is my way of learning 
Haven't had the chance to yet 
Less fear 
I don't know 

know more about them 

Given me more confidence 
Only through experience 

Less imtimidated around PC, comfortable seeking help 



know WP, Lotus and DOS more effectively 
Too basic 

can navigate in computers easier 

How to get around on computer and what they can do 
Have basic skills to write a file, make a spreadshe 
Introduced to coirputer, now have tools to learn mor 

Better understanding of language, applications, job 

But not as effective as I would like 

Helped with Word Perfect, spreadsheets, but need AMA 



13b 



Coniment 4: ...understand ... better team member? 



Team 



ERIC 



249 

249 Hub 
249 Team 
350 
350 A 
8274 RV 
A/M Hubs 
Accessories 
Accessories 
Carrier Call 
CSR 

Flange Mount 350A 

Flange Mt 

Flange MT 

Flange Mt, 

Flange Mt. Nissan 

Human Resources 

Human Resources 

M 249 

M 249 

M 249 

M236 

M236 

M249 

Maintenance 

Mounting System 

Mounting Systems 

Nissan Hub 

Quicker 

Rounds 

RV 

RV 

RV 

RV 

RV 

RV 

RV Winch 
RV (Service) 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 

RV Winch Mid Size 

Shift Linkage 

Ssangyong 

Tool and Die 

Tool Crib/Tool Grinding 

Tool Grinding 

Tool Grinding 

Tool Grinding 4 94 



the technology is very helpful 

We all share the work on the computer 

Other than having more skills to offer. 

Have knowledge if needed about computers 

have improved typing and self confidence 

Possibly, if I understood all about computers 

Things learned in class, not applicable to my job 

The more skilled you are the more complete your tea 

Charts^ spreadsheets etc. 

helps you work on and save important information 
If I had more time on them 

Able to program more info that is related to work 
had to ask other people for help before class 
Be able to look up stock to see if it's in 

Have more access to information about parts 

use time more efficiently 

Use time more efficeintly 

But need much more training 

Class increased my ability to be flexible 

Don't use computer too often on job 

haven't used them, but may need to in the future 

Can do more at faster pace for team members 

Making records easier to be kept, storing informatio 

Computer will make our jobs easier 

Don't use it now but may be helpful in the future 

Word Perfect and spreadsheet could be helpful 

Computer make things more efficient 

But it still takes a lot more time than I have 

If I could entor jobs^ boss would have less work 

Can do more on the system now 



Have a better understanding of what is going on 
Already realized importance before class 

They can store information everyone can access 

We all need to be as familiar with them as we can 

Has nothing to do with my job 

Don't have to ask othet people for help 

Gave some ideas on how to store and use stats 

There are terminals, standlones, servers, network 

Don't feel afraid now when team leader is helping m 

Can make computer do work for us if feed right info 
I knew nothing before 

Can see where we can be more effective in our dept 
Making programs for team use, inventory, tool contro 

137 



Comment 5; What can you do now as a result...? 



Team 



249 

249 Hub 
249 Team 
350 
350 A 
8274 RV 
A/M Hubs 
Accessories 
Accessories 
Carrier Call 
CSR 

Flange Mount 350A 

Flange Mt 

Flange MT 

Flange Mt. 

Flange Mt, Nissan 

Human Resources 

Human Resources 

M 249 

M 249 

M 249 

M236 

M236 

M249 

Maintenance 

Mounting System 

Mounting Systems 

Nissan Hub 

Quicker 

Rounds 

RV 

RV 

RV 

RV 

RV 

RV 

RV Winch 
RV (Service) 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Winch 

RV Winch Mid Size 

Shift Linkage 

Ssangyong 

Tool and Die 

Tool Crib/Tool Grinding 

Tool Grinding 

Tool Grinding 

Tool Grinding 494 

ERIC 



Dasicly work with PC's 
Not ask for as much help 

Learned more than 1 can explain in this space. 
Basics, use WP, possibly spreadsheet 
about to start WordStar (on home computer 
Get it started 

Good beginning for teaching myself more 

All course topics 

Use roy computer effectively 

Practice with PC for future job skills 

Undrstd little better how work, solve problems mysel 

Word Perfect, spreadsheet 

Start computer, find program, store work, print 
Get in, out of A drive, delete words, find files etc* 
Spreadsheets, Word Perfect in a very basic manner 
Get info from system, us<i Word Perfect, spreadsheet 
Spreadsheet, word processing, get around on compute 
bring up network and use various programs 
Bring up network, beginning to use various programs 

Be able to log in and do simple work 
Get in and out of WP and spreadsheet 
Work with PC s 

Less intimidated, know more about programs, usage 

Turn on comp, run programs, load disk 

Do more with spreadsheet than I could before 

Help make problem solving easier by using spreadshe 

Use a PC 

Utilize files better, general understanding of DOS 
Manipulate system, more familiar with WP, Lotus 
Easier to use computer 

Practice on all programs without fear of hurting it 
Use floppies 

Documents on Word Perfect, spreadsheets 

I know the basics about getting around on computer 

Work on WP, spreadsheets 

I can run a spreadsheet 

sit an a PC and run it (somewhat) 

Producing own memos, letters without help from secrt 
Do basic computer functions 



Better understanding of WP, Lotus, DOS 
Explain DOS 

Navigate programs, extract information easier 
Use files, store, rename, create, WP, spreadsheet 
Have to learn how to use WP, database, Lotus better 
Take on computer responsibilities on my team 

Further my education, know what programs are availb 
Do the basics 

Do Word Perfect with minimal £unount of problems 
turning on sma^ll PC, Word Perfect, formating disks 



1 O L 



Supervisors' Evaluation of the Computer Basics Class 

TEAM LEADER PARTICIPANTS A B C D 



WNCB 


3 


3 


2 


3 


WNCB 


3 


3 


3 


4 




A 

H 


A 

H 

A 
H 






WNCB 


3 


3 


3 




J 


-J 


3 




A 




-a 
J 






A 


H 




A 


«f (>1 o 


A 


A 


-3 


c 
0 




A 
*i 


A 
"a 


3 




fi 1>I v« o 


A 
*i 


-3 


9 


A 


WNCB 


•J 


3 


3 


3 


WNCB } 


3 


3 


2 


3 




J 


J 


/ 


■5 
J 


WNCB i 


3 


3 


3 


3 


WNCB 


3 


3 


3 


3 


WNCB 1 


4 


4 


2 


4 


WNCB 


4 


4 


3 


3 


WNCB 


4 


3 


3 


4 


WNCB 


4 


4 


3 


4 



Question A: Production 5: greatly improved down to 1, greatly decreased, with 3: 
Question B: Quality 5: greatly improved down to 1, greatly decreased, with 3: st 
Question C: Future Plans 3: Better, The Same 1: Worse 

Question D: Coop/Problem Solving 5: greatly improved down to 1, greatly decrease 

Averages, Question A: 3.5 

Question B: 3.4 

Question C: 2.6 

Question D: 3.6 




Questionnaire For Employees that 
have taken the Computer Basics 
■■Class... . ■ 



Team: 

(the next page has an evaluation that does not require you give your name) 
Please answer the following questions... 

1. Since taking the class, are you more comfortable around computers? Explain why 
or why not. 

2. Since taking the class, are you more familiar with the words and terms used in 
referring to computers? Explain why or why not. 

3. Has the class helped you learn to interact with computers in a more effective way? 

If so, How? 

4. Did the class help you understand how computers can be used to make you a better 
worker/team member? Explain. 



5. What can you do now as a result of having been in the class? 
L. 6. What things should be changed to make the class better? 

Please return this questionnaire and the Course Evaluation to Toni M. in HR-Training 
} ^ as soon as possible. 
i-ERlC 

MO 



* 



Commenis on the Supervisors' Evaluation Form 
Regarding Computer Basics 



(I) don't have to take the time to show basic computer skills. 
...Helped to gain confidence in using computers in general. 
...X is more frustrated, needs one-on-one training. 

...how much will be retained by the time opportunity presents itself is questionable. 
...will make record keeping... data collection somewhat easier. 

...X has been contributing more and more... don't know whether it is the training or TEL.. 
(easier) memos, meeting notices and minutes produced. 
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OREGON CUTTING SYSTEMS EMPLOYEES 

AT 
OCS 
FOR 

COMPUTER BASICS 



0 



PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

CLASS TITLE A? r/Uhit^ jt Kl^,o<: DATE /o-/j-<^/ 
INSTRUCTOR (S) ^ ^^r^rT 0.,vcUn.l 

1) Were your overall expectations met for this class? 

I 1 3 4 f^}' 1 

"ot^3tl vwylittig somawhat reasonabiy weU doflFiheiy beyono oxpaaations 

If you did not rate a S or 6. what could have been done differently to achieve a 5 or 6 rating? 



2) Please rate the overall appropriateness and quality of the training 

materials (or manual) you received for this class. 

i 2 ? 4 {5/ 6 

not am mymf soamftut nasonabfyafsfjnpriata dSmaiY beyona txpoctations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



3) Were you contacted regarding this class in a timelv^^nanner? 

i 2 I 4 (5 y ^ 

not St all vefylittla soamM reasonaoiy vmi demSlY bayona expectations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



4) How appropriate was the day & time of this class^^esTi^ 

I 2 I 4 (5/ ^ 

""^ ^ vatylitllo somawnat raasonably wef dgdoMy bayona axpaaations 

Comments: 



ERIC 



5) How would you rate the impo^ance of this subject to your job? 
L— 2 hJ 4 2 ^ 

notataa varylittlo i^oalihat raasonabty impt. detinitBty impt. extremeiv impt. 

Comments: ffly j^ / ^ rlf^,l<; ^^^^ /.y//^ ,;^/, (1,n^^p^a^S oT- 

SEE BACK PLEASE 



1 \ 



6) Given opportunities, how effectively could you use what was taught in 
class? 

1— 2 I 4 I 5 i 

not at all verylittlB somewhat reasonSbifiMI datinitety very ellectively 

If you did not rate a 5 or 6, why? r Ycboibl^ Cf^J J // f <° a. / iTT/^ YH.^ r 
yr^dfln.c^ 



7) Rate the instructors' ability as a teache;T (HOW class^^s taught)? 

L— 2. _J ^ 4 T5^ ^ 

tow tdk 1^ ^SyiSgh oxalim 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instnictcr s expertise/knowledge /(Qiv this subject). 
I 2_ 3 4 (j_L ^ 

vory/w low fair high ^^Ugh exaUant 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 
L.. 2 I 



^O'tow totv tail 1^ J^^i^ft liijf 

If you did not rate a 5 c- 6, what could have been done differently to achieve a 5 or 6 rating 




? 



10) WHAT classes would you like to see offered at OCS? 



n 



=ocs ookga dassas o(ily= 



1 1 ) What impact did OCS College (having classes held here at. work) have 
on you taking this course? 

i 1 i 4 5 /6 / 

..nontmaa verylmla somawtm nasonabia rnipxt definita impact ex^amfimpaa 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 
/ and the cost (to you) have in your choice to take this class? 

LU_ 2 3 4 5 6 

>:=flar)« mail veqf knia somewM foasonabl^ impact definite tmpact extreme tmpaa 

Comments: 



M4 
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PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

CLASS TITLE Rg^. , Cr m v 'cTt, DATE /r - /< '// 
INSTRUCTOR (S) ^Cc ti 

1) Were your overall expectations met for this class? 

i 2 ? '(T. i ^ 

notat3Ji vorym somawhat reasonably w«U definitety boyona expectations 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



2) Please rate the overall appropriateness and quality of the training 
materials (or manual) you received for this class. ^ 
I— 1- I 4 J. ^ 

nwaatf tr«ryMtto sor?wM(tiar rsasanab/K^qprqpnaro ^bM^ beyond expectations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating 



3) Were you coiitact<S regarding this class in a timely manner? 

i 2 I 4 ^ 

mxatall varylHUa somemat reasonatjiy we« delntefy beyona expectations 

If you did not rate a S or 6, what could have been done differently to achieve a 5 or 6 rating: 



4) How appropriate was the day & time of this class(es)? 

^ ^ I 4 ^ A 

not at all ^^^^ jji reasonably weH detnitely beyond expectations 

5) How would you rate the importance of this subject to your job?-— - 
I—. I I 4 _^ 

notataU very little somewnat reasonably irvpt. deltnitely impt. extrerrwy imply 



Comments: 



SEE BACK Pr.F.ASF 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

1 Z I 4 (J 

not at all very little somewhat^ reasoo^ly well detaufely very etieaively 

// you did not rate a 5 or 6. wAv? (lA^^C^J ^Utt -^fM j^M^dA cJly 

7) Rate the instructors' ability as a teacher QlOW class was taught)? 

i Z 1 (T 1 6. 

vefylow low fair Ngh myhigh axceilont 

If you did not ra^ a 5^r 6. what could have been done differently to achieve a 5 or 6 rating? 





8) Rate the degite of fhstructor's expertise/knowledge (on this subject). 
L— 2 1 4 i 

very low low lair high very high excetient 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

1 2 ? d > 



^fo*' low fat high Vwy^iig/i 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 



iooll0g«dass«sonly: 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? 

i ; I 3 ^fd^ 2 ^ 

..noMMat verylittit somowhai nasanatKrmifyact detifiita impact extramt impact 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (to you) have in your choice to take this class? 

i— 2_ I 4 i J_J1 ) 

nonaatall very hale somewhas reasonabia itnpaa detinita impact extrgmatn^cf 




(DCS TOAMNG c:Rm(q^iuE- mJkM 

PURPOSE OF CRITIQUE: Continual improvtmtm of training classes and processes. 

Thanks for your assistance. 

CLASS TTTE foA^pn^r P,r.r]r^ DATE - I 
INSTRUCTOR (S) Sco-iH r.po| ..,^ ' 



I) Were your overall expectations met for this class? 

^ I I 4 I (A 

TfluMiM , '^""1 "^"^ roasonaotywou detiniiety beyond eximtations 

1/ you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating} 



2) 



Please rate the overall appropriateness and quality of the training 
matenals (or manual) you received for this class. 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



3) 



4) 



5) 



Were you contacted regarding this class in a timely manner? 

not at all " vanrimia ^ ' ~ - ^ 

lfyoudidnn,rn!/n < A reasonaSly weH detinitaly beyond axpeaatms 

If you did not rate a 5 or 6^ what could have been done differently to achieve a 5 or 6 rating^ 

^ lA^f/^ o h>^r^ U^r. 4-;^^ ^ f^nr'r' hePr. ^c^j^ ^ 

How appropriate was the day & time of this class(cs)? 
A 2 ^ ^ 

not at all verylitUo sor ewhai reasonably weH ^deM^ beyond^eaations 



How would you rate the importance of this subject to your job*? 
^ ' ^ ^ ^ 



notataU 
Comments. 



very little somewhat reasonaDty impL dettnrtely mpt. exuemeiv impt. 



SEE BACK PT.FASlF 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

1 2 1 i 1 -J^- 

notataU vwylHtlo somewhst radsonststy weU detnttety very effectively 
If you did not rate a 5 or 6, why? 



7) Rate the instructors' ability as a teacher (HOW class was taught)? 

1 Z 1 4 6^ 6. 

varytow tow lak high veiyhigh excallwU 

If you did not rate a S or 6. what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instructor's expertise/knowledge (on this subject), 
i 2 i 4 5. cl, 

very tow tow fair high very high exeaHent 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

i_ 2 1 4 (L. 6. 

vtrykiw low lak high votftiigh exotOetn 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 

A- ' pier' daS^S . i-^ u;f dor^ KnoiO i Jk^S Auc 



" — -■=ocscDtegadass>ioni y 

1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? 

I 2 I 4 2 (A 

,no(\§MaH vefflittla soamnm rusonabl* impact diifinita impact extnmt^mpaa 

Comments: '^ /lAf- ^di/^ 6/'/:^/'/-/' i ''^r 

12) What impact did the payment method (payroll deduction at the end) 
and the cost (to you) have in your choice to take this class? 
i 2 1 4 6. 

nontara// very little sornswtut raasonabla impact detintte impact exaemewnpaa 
Comments: A J J A 



2 
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PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 



CLASS TITLE M P nT^ Q <:/'<r' 5 DATE 6 //^ '7/ 

INSTRUCTOR (S) <SV -. ~ ^-^f^e ^Aur ' ' 

1) Were your overall expectations met for this class? 

L I 3 4 ■ ^ 

not stall very Mi somawh^ rsasonably weH dgiini^ beyona axpeaatms 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



2) Please rate the overall appropriateness and quality of the training 
materials (or manual) you received for this class. 

i 2 ? 4 rs) i 

not at an. vefymta somwhat reasonably afpmpaa itBiOiitBly oeyond txpectations 

If you did not rate a 5 or 6. what could have been done differently to achi^ye a 5 or 6 rating? 



3) Were you contacted regarding this class in a timely manner? 

i 3 2 I 4 S 6 

notataM very Halt somtwhai roasonabty weti detinitety beyona axpoctations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



4) How appropriate was the day & time of^his class(es)? 

L — i 3 U) i ^ 

not at ^ very little somewttat reasonatSfy well definitely beyona expectations 

Comments: . 



5) How would you rate the importance of thi^ subject to your job? 
i 2 5 U) i ^ 

notataM very little somewnat reasonabiyimpt definitely iwpt. extromaiv impt. 



Comments: 



SEE BACK PLEASE 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

1_ 2_ i 4 /JJ 

not at all very Imlo somewhat reasonatily wei^i deHoM/ very eliectively 
If you did not rate a 5 or 6, why?_ 



7) Rate the instructors' ability as a teacher ^OW class was taceht)? 
L 1 3 /^i :i 6 

vwytot" iow tak hj^ very high excellent 

if you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instructor's expertise/knowledge C^a this subject). 
I— 2 3 4 f5) 6 

very tow low faif high vay1)igh exceileal 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

i 2 1 4 



V9(ylow low fair high .j^fgft excellent 

If you did not rate a S or 6. what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 



=ocs osloga dassss onty= 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? y\ 
I I 1 4 r 5 ) 6. 

nontetaH very Me somewhat reasonable inpaa deUfviyifpaa extreme impact 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 

and the cost Cto^ou) have in your choice to take this class? 

i f 2) ? 4 5 6 

none at all "veqfMIe somewt)at reasonable impact definite impact extreme impaa 

Comments: 




15U 



®CS TlAHNlIBJtG •Cimrai^UlE IF©IRM 

PURPOSE OF CRITIQUE: Con.inuai i:npro..n..n, of .raining classa an, proc^.e. 

I hanks for your assistance. 



CLASS TITLE _. /i^-.. 
INSTRUCTOR (S) . V . . ^/ 



DATE ^ - 



1) Were your overall expectations met for this class? 
^ 2 1 4 



2) 



not at alt 



verylittla 



somawhat roasonat)fy well 



If you did noi rat, n <; A l '.'7. f dofmitoly bayona expeaations 

J you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



LTeriairrnr^' 'PP^°P"^^«"«" quality of the training 
matenals (or manual) you received for this class. 
L 2 __2 4 

Vyoudid not ra7rs or 6 wA./'T?^ «««a«K Wpr»af. dLely beyono expectations 
J yuaianot rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



3) 



Were you contacted regarding this class in a timely maimer? 

A — 2 3 4' 

not at aH mju ljjl ^ 

// you did not rat7a 5 or 6 whatTTT, ''^^"^ b^yon^ectations 

a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



4) How appropriate was the day & time of this class(es)? 
•* 2 5 

notataU JarTSS — 

Comn^ts: ^'^lyweH fi.yona expeaations 



5^ 




How would you rate the importance of this subject to your job? 

.otataJI vervimie ~ ^ ^ ^ 

Co^nu: ^Zco^-J 777 . '"^-^ 



SEE BACK PTFA^r 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

I 2 1 i 5 ^ 

not at ad vofylittla somewhal roasonabt^ weU defmitety very etlectively 
If you did not rate a 5 or 6, why? 



7) Rate the instructors' ability as a teacher (HOW class was taught)? 

I 2 —1 i ^ ^ 

vttylow low lak Ivgh vetyhigh exc8tim 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



8) . Rate the degree of instructor's expertise/knowledge (on this subject), 
i I 3 4 1 6 

vary low low fair high vsiyhigh excaileot 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

/ 2 i 4 1 1 

verylow hw iak high voiyhigh excoUent 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 



— ocscollagadassasonty 

II) What impact did OCS College (having classes held here at work) have 
on you taking this course? 

i Z 2. i i ^ 

. nontttaM vatyHttia sam«««M nasoi\abla kvpaa definita impact extnmaimpaa 
Comments : 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (to you) have in your choice to take this class?. 
I 2 1 4 !l 

nana mail very little somewhat reasonatie knpaa deMta impact extrame-mpaa 
Cbmmetus: 



2 
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PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

?^^^rIE:l t:;^^ ' ^A^^J: ^^ V'^ , DATE r<.-/,^-9/ 



INSTRUCTOR (S) Sc^-r-Z .fCn I. 



I) 



2) 



3) 



Were your overall expectations met for this class? 

^ 2 1 4 



not 3t ail 



V9fYllttl9 



so/nwnar reasonaDly weU definiteiy beyona exoeaattons 

i; you did not rate a 5 or 6. what could have been done differently to achieve a 5 



or 6 rating? 



Please rate the overall appropriateness and quality of the training 
matenals (or manual) you received for this class. 

,7vlfww , T""? . . rB35omb}appropn3t» ^iSfy beyond ej^atms 

If you did not rate a S or 6. what could have been done differently to achieve a 5 or 6 rating? 



Were you contacted regarding this class in a timely^ manner? 




vefylittl« 



somawtiat roasoodbly weH 



U you did noi rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating} 



4) 



5) 



How appropriate was the day cS: time of this class(es)? 

^ ^ 3 4 

not at alt vafylittk 

Commenis: 



somownat roasonably weil definitely beyond htpeaatms 



How would you rate the imponance of this subject to your job? 
' ^ ^ 4 1 ^ 



notataH 
Comments 



voTflfttle 



somewnat rGasonat)ty mpL defhiftBty mpl QxtrBmoi^Kujafit. 



SEE BACK PLFA ^F 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

L 2 i i l3l 6. 

notataU verylittla somewhat roaaonabfy wetl dohnMy very otteamly 
If you did not rate a 5 or 6. why? , 



7) Rate the instructors' ability as a teacher (HOW class was taught)? 

1 2 3 4 Oh 6. 

vwylow low fair high vety^tlgh txoeiltnt 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instructor's expertise/knowledge (on this subject). 
/ 2 i 4 5 

very low low fair high very high exoeilint 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

1 2 2. 4 jfi 6. 

vetylow low fair lugh vetyf^ axorttonf 

// you did not rate a 5 or 6, what coidd have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 



=ocs ootag* dassss onty= 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? ^ 
I 2 2 4 1 L'^ 

non9Mall very tittle smewtut nasonabia inipaa definite impact extrema^^Jd 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 

and the cost (to you) have in your choic&v to take this class? 

I , 2 .? 5 6. 

non0maii very htils somewhat reasonstl%/impact definite inpact extreme mipaa 

Comments: 



'I 



PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 



CLASS TITLE ^PAl f^Ml^kTL Pf) ^ DATE L^-/ ^-9/ 
INSTRUCTOR (S) < ryyTT' CryiT/AA-h 



1) Were your overall expectations met for this class? 
I I I 4 (S 



not at all verylinia somewhat roasonabty well dsHa^ beyond exoeciations 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



2) Please rate the overall appropriateness and quality of the training 
materials (or manual) you received for this class. 

1 2 3 4 U2 6 

not at ail vafymte somwhat reasonably afjprcpriata }tBilfiitely beyonci expectations 

If you not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating 



? 



3) Were you contacted regarding this class in a timely manner? 

1 2 i 4 YT ^ 6 

not at aU very little somewhat reasonably weil dbiiaitefy beyona expeaations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



4) How appropriate was the day & time qf^jhis class(e$)2, 

1 I 3 fO fs) 6 

not at all very tittle somewhat reasoifaUfweil deMeif beyond expectations 

Comments: 



5) How would you rate the importance of this subject to your job"^.^ 

i I 3 4 \i (_A 

not at all very little somewhat reasonably impt. definitely impt. extremdi^jrjfiit. 

Comments: 



SEE BACK PLEASE 



Er|c 1 5 ; ) 



6) Given opportunities, how effectively could you use what was taught in 
class? 

L 2 I 4 5 (6 ) 

not at all very little somewhat reasonably well detkiitelY very ettbetw^ly 

If you did not rate a 5 or 6, why? 



7) Rate the instructors' ability as a teacher (HOW class was taughtVL 

i 2 3 4 5 /6 .: 

v^low low fair high vary high {Ixcelferit.' 

If you did not rate a 5 or 6, what could have been done differently to achieve a y^jr-iTrating 



8) Rate the degree of instructor's expertise/knowledge this subject). 

L 2 3 4 /^5'\ 6 

'ow high {very high.' extent 

If you did not rate a 5 or 6. what could have been done differentlyto-^ieve a 5 or 6 rating 



9) Please rate overall training. 
L— 2 ± 



low fak high very high ^xcallert 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 oT-Tf rating 



10) WHAT classes would you like to see offered at OCS? 



=ocs college dasses o(iiy= 



11) What impact did OCS College (having classes held here at work) have 
on you taking this course? 
I 



none at all very little somewhat reasonable impact 

Comments: 




extreme impact 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (^^^mu) have in your choice to take this class? 

i O I 3 d 



none at all 


v/ory little/ 


somewhat 


reasonable impact definite impact 


extreme impaa 


Commenis: 











2 



©cs TOAiiNirNG ciEinriiQUJiE JFmm 

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

CLASS TITLE f^O^^ ^^^/^ ^ DATE Jzr - "^Z 
INSTRUCTOR (S) Sr^^tf ^'^^/....^ ^ ^ 

1) Were your overall expectations met for this class? 

1 2 5 4 i^T) 6 

r^^w^ """^ """"^ '^^ly^^ beyona expeaations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating 
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2) Please rate the overall appropriateness and quality of the training 
matenals (or manual) you received for this class. 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating} 



3) 



Were you contacted regarding this class in a timely manner? 

Iflu^iri.n, T^'^l rBasonJfyw^ beyona expectations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



4) How appropriate was the day & time of this class(es)? 

twtataH varym somewtat roasonably weil definitely boyona expectations 

Comments: 



5) 



How wo uld you rate the imponance of this subject to your job? 

notaiaU ' vp^littH — — ^ « -i . (!!^D 

vwymie somm)at r&asonabty impL detmitely imp(. extremmylmpt 

Comments: 



SEE BACK PrFA ^P 



6) Given opportunities, how effectively could you use what was taught in 
class? 

I 2 i 4 rT;^, 6. 

f^ot at all verylitUa somewUsi redsonabty weil detihUefy very Qtiectively 
If you did not rate a 5 or 6, why? 



7) Rate the instructors' ability as a teacher (HOW class was taught)? 
L— J. 1 4 5 ^ 

v^low low fsk Ngh myhigh axSSant 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instructor's expertise/knowledge (on this subject). 

1— 2 3 4 5 ^ 

very km low fair high very high exmanl 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

L 2 4 (i 

^fo^ low fair high vofyhigh excellem 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating 



10) WHAT classes would you like to sec offered at OCS? 



=ocs ootoga dassfis only= 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? 

1 2 2 4 {Tl ^ 

..noMttaH veryUta^ somewhat nssonabk impaa dofmOnmpaa extimtmpaa 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 

and the cost (to you) have in your choice to take thisclass? 

^ . 2 3 4 (XL 6. 

"on* BtaU vary ma somewhat reasonat)la impact definita'Vfiipaa extreme mpaa 



Comments: 



IT) 5 
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PURPOSE OF CRITIQUE: ConnnmL improvement of training classes and processes. 

Thanks for your assistance. 

TITLE JlamiUl&E^^^C^ DATE ^A^"/.?/ 
INSTRUCTOR (S) C.-. j-.r.r- f"^- ' 



1) Were your overall expectations met for this class' 

i 2 ,_3 4 ,'T' 

Ifyoudidnu'.STl A , r^^ti^^ dating bsyona expeaaims 

If you M n,i rate a .5 or d. ^.};at could have been done differently to achieve a 5 or 6 rating? 



2) Piease rate the overall appropriateness and quality of the training 
matenais (or manual) yoii received for this class. 

// you did not rate a 5 or 6. y,hat could have been done differently to achieve a S or 6 rating? 



3) Were you contacted regarding this class in a timel^anner? 

// you did not raTo l nr n u , rksonstiy welt deHutMy beyona .xoeciatms 

J you aia not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



ap propriate was the day & time of this class(es;i? 

trot at all vmiMa — ^ — ::3^t:7~~~ ^ — — - 6 

Conments- beyona expeaations 



5) How^ would you rate the imponance of this subject tgKvour job? 

not at aJi " "TiMP"""" ' — ^ — ■- ^ / 6 

Comments- reasorJbtyim' dehnHotfimx. extremm impt. 



SEE BACK PT.FARF 



1 5; 



6) Given opportunities, how effectively could you use what was taught in 
class? 

i -1- 2. 4 i_ i£) 

not at all vny little somawM reasonably weM datnUety very etiectively 
If you did not rate a S or 6, wh*? 



7) Rate the instructors' ability as a teacher (HOW clas5--was taught)? 

I 2 3 4 f 5^ d 

wytot' tow fai? 1^ \9rt^ exomm 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating ': 



8) Rate the degree of instructor's expertise/knowledge this subject). 
1 _2 2. 4 fS) ^ 

very low low fair high vefytigh excellent 

if you did not rate a 5 or 6, what couid have been done differently to achieve a 5 or 6 rating. 



9) Please rate overall training. 

1— 2^ 3 .4 / ^ 

^fom tow tak high ^^^vetyhjgtf excellent 

If you did not rate a 5 or 6, what could have been done differently to achieve a S or 6 rating 




10) WHAT classes would you like to sec offered at OCS? 

K)a}\(P, ) 'Py^ l.y r^AA'^ ISA IK iUhiJAA jg^^ 



~ — ocsoote9adassQ»orty= ■ - = 

11) What impact did OCS College (having classes held here at work) have 
on you taking this course? ^ 

I I 5 4 (Tl 6 

- .fwn^ataM very Utile somewhat reason^ mpaat deftntolmpaa extreme impaa 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (t^you) have in your choice to take this class? 
i ; Ui i 4 L_ 6. 

none a all v^ry^ale somewhat reasonabte impact dodnite impaa extreme mpact 

Comments: 



2 

IfJO 



(V) 



®CS iriRAIIN2BI(& CIRinriKQlUIE TOIRM 

PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

CLASS TITLE /' 6)n^fiJ^i. ji^/ cc DATE ^ - /-S"- 9/ 

INSTRUCTOR (S^ 477/--^ 



1) Were your overall expectations met for this class? ^ 

i I ? ^ /?/ ^ 

noJaratf v«//rfrte saj/ewrtaf reasonaO/y wei/ de/Smfe/y beyond exp«jar/o/is 

// you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



2) Please rate the overall appropriateness and quality of the training 
matenals (or manual) you received for this class. 

i I 4 6 

* ^ .. . ^ somwhat nias(inat>ty appwpl^ Sfefl^ beyond expectations 
if you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating} 



3) 
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Were you contacted regarding this class in a timely manner? 

!^ * . "'^"^ somewhai teasonaot) weH deM^y beyono expeaations 

IJ you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



How appropriate was t he day & time of this class(es)? 

vw^ito sJrkLhat reasonaoiy weif definheiy boyona expeaations 

Comments: 



5) How would you rate the importance of this subject to your job? 

yerymie somema! reasonabt^ impt definitaty mpt. extremoiv impt. 



Comments: 



SEE BACK PLRASF 



ERIC ^ ^ 



6) Given opportunities, how effectively could you use what was taught in 
class? 



1 2 -? (4J 1 A 

not at all verylittia sommnhat reaaonatfy well detinitelY very ettactively 
!f you did not rate a 5 or 6, why? 



7) Rate the instructors' ability as a teacher (HOW class was taught)? 

i 2 3 4 _Ji 

varylow low tak high vtify^^ axoellent 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instnictor's expertise/knowledge (on this subject). 

i 2 3 4 0 6. 

vwytow low lair higii vmy'high axoEent 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

L— _2 1 _4 £L -H 

vtiykm low fair high vkiyJiigh exotUent 

If you (M not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 



=ocs ootogt dassat only: 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? ^ 
/ ^ 3 4 m i 

- - - ncKMMall varfMQ sonmthm msorObit imp^ daMkjftpaet emm impaa 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (to you) have in your choice to take this class? 
2 ? 4 1 , 

nofjt mall . somewhat (easanatia knpaa definite trpact extreme mii 
Commenu: MA-^^ //} ^ff.C^ . 
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PURPOSE OF CRmaUE: C.nUnu.^ ^^^^^^ 

rAan/:^ /or your assistance. 



CLASS TITLE j^^^.^J^^.^L j 
^STRUCTOR T^Kfe^^^ 



DATE -/^'' 9/ 



1) 



2) 



3) 



4) 



5) 



Were your overall expectations met for this class? 

^ — ■ — 2 1 4 

V9fym» somawhat rwonablywsH 




SalfrV man.^![f ^PP^^P^^^^^"«" quality of the training 
matenals (or manual) you received for this class 
I 2. 

not at an ytiym 



4Z 5 6 

If you did not rate ' a 5 or 6 ..hat "^^u.. T'^V^^^ beyooc expiKlations 

c a J or 0, wHat Could have been done differently to achieve a S 




or 6 rating? 



Were you contacte d regarding this class in a timely manner? 

notataH myHaii ZI C^2. 5 

If you did not rat. n , ^ ....-.""TT. Z*^*^ ^ expectations 

/.i^A.. r 



How appropriate was the day & time of this class(es)? 



not at all 
Communis 



vefylittla 



^9WM reasonably weH 



definitely beyona expeaations 




How wou ld you rate the imponance of this subject to your job? 

'verym '^somewhat reasonably ,mpL detiniieJyim^: ^ 



not & an 
Comments 



extrmm impt. 



SEEBACKXLEASJE 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

L 2 3 (T) 1_ d 

notailatl very little somewhat redsonxfy wetl detinitety very gtiactively 

1/ you did not rate a 5 or 6. w/iv? . ^y^/^Vy'.^ l^) i-^a^ Ay^^Aj^J 

7) Rate the instructors' ability as a teacher (' /W class was taughi)? 
i 2 I ^2 t 

vttylow low (air I verytugh txoBiletit 

If you did not rate a 5 or 6. what could have been .te differently to achieve a 5 or 6 rating 



8) Rate the degree of instructor's expertise/knowledge (on this subject). 
1 8 4 d 

vofyto*" 'w \w high v9<Yhigh exoeilent 

if you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. 

L 2 I 4 d 

vwytow km (ak high --mfhigh excelhtH 

If you did not rcae a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to fee offered at OCS? 



=Qcs ootagc dassM orly= 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? 

i 2 1 4 5 C7 ) 

.^nonattaH vatyMla sarmitm nasonai)ta impact dofinHa impact extramampaa 

Convnents: 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (to you) have in your choice to take this class? 

2 3 4 L_ 

nont Mali very ktth somewhat reasonMQ impact defuutQ kripact extrem^impaer 

Comments: 



in-} 



ERIC 



PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

CLASS TITLE 

DATE 6p'/A-W 

INSTRUCTOR (S) / 1 JX.. 7 



1) Were your overall expectations met" for this class? 

I 2 (L- ^ ^ 6. 

not at all vety little roasondbty weli daftJ^^ beyona expeaations 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



2) Please rate the overall appropriateness and quality of the training 
materials (or manual) you received for this class. 
L 2 3 4 ^ ^ 

'^^^ ... ^^1^ somwt)^ nasonabtyappfcpfSa mivtefy beyona expeaations 

II you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 ratingi 



3) Were you contacted regarding this class in a timely manner? 

y^ataH vetym samewtm reasonably weH delinitety beyona expectations 

ij you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating 

Txr^^ Hr<^< U^f^/- e^ 0^<4 c^<\f^<:. 

4) How appropriate was the day & time of this class(es)? 
^TT73 -MJ i 4 5 6 



■? 



notataO 



- , somewhat reasonably wett definitely beyona expectations 

Hj^w would you rate the importance of this subject to your job? 
(iy^ 2» ^2 4 2. 6 

otataU very little ^ somewtiat reasonably impt definitely impt. exuemety mpt. 



5) 



SEE BACK PrPASF 



Given opportunities, how effectively could you use what was taught in 
class? 

L dl i 4 I 6 

not at all veqflittia somwtat reasonabfy weH dotritety vary atfactively 

If you did not rate a S or 6, y^hy? _\^c^^\A ^ap<>A ve.cX r^^r^A.f ^V ,<;< . 



Rate the instructors' ability as a teacher (HOW class was taught)'^ 
— J 3 (A 2 ^ 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 

Rate the degree of instructor's expertise/knowledge (on this subject) 

L— 2 3 4 rv\ ^ 

fair Wh vmgh 



excailent 



if you did not rat2 a 5 or 6. what could have been done differently to achieve a 5 or 6 rating 



Please rate overall training. 

^'^^.^ high vofyhigh axcatknt 

ij you Old not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



WHAT Classes would you like to see ofl'eved at OCS? 



What impact did OCS College (having classes held here at work) have 
on you taking this course? 

i L> I 4 2 ^ 

noMMai vefylittia somawhm nasonabia impact deMan^ extrama ki^act 

Comments: 



What impact did the payment method (payroll deduction at the end) 
and the cost (to you) have in your choice to take this class? 



nnna mi su i^ui^ 



(DCS TIRAIINIIHG CMT^QIUIE TOIRM 



PURPOSE OF CRITIQUE: Continual improvement of training classes and processes. 

Thanks for your assistance. 

CLASS TITLE (^y)^r.^.ip^ /^n<C/r.S DATE ^//y/Q / 
INSTRUCTOR (S) .~H- r^.^o/c^.Q ' 



1) Were your overall expectations met for this class? 

i _2 ? 4 ( 5 J 

not at all vefylinia samawhat rsasonabfywaU definiltt^ bayona axpeaations 

If you did not rate a 5 or 6 what could have been done differently to achieve a 5 or 6 rating ? 



2) Please rate the overall appropriateness and quality of the training 

materials (or manual) you received for this class. 

1 2 3 4 (5) 6 

notatai vaq^mt* soamttut raasonablf appnpnata asmeiy bsyona axp^r,'ations 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



3) Were you contacted regarding this class in a timelvmanner? 

1 2 3 4 (T) 6 

notatai veryiatia somUm raasofubly weH dSHniiSy bayona oxpoctations 

If you did not rate a 5 or 6, what could have been done differently to achieve a 5 or 6 rating? 



4) How appropriate was the day & time of this class(es}? 

i 2 3 4 n) 6 

not at all varyldtla somawhat reasonably waH dafHitefy beyond axpaaations 

Comments: 



5) How would you rate the importance of tljis. subject to your job? 
1 _2 3 {4j 5 6. 

not at aU verYtfttle scmewhat reason^etffmpi detinnely mpi. exuemoiv impt. 
Comments: 

SEE BACK PLEASE 
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6) Given opportunities, how effectively could you use what was taught in 
class? 

I • 2 A J 4 I (i 

not at all very little somvfihat reasonably wsH detinitety very atfactively 

If you did not rate a 5 or 6. why? "jZ /^J^^li . //(/ r\ o o .([ _ / df a ^^^^ 

7) Rate the instructors' ability as a teacher (HOW class was tausz .t)? 

L 2 ? 4 rTl ' (5 

vwytow tow ^ /j^/i ^ exaJtenr 

// you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



8) Rate the degree of instructor's expertise/knowledge (on this subje£^ 

i 2 ? 4 5 

vefylow low lak high mynigh 'excallefrr 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



9) Please rate overall training. ^ 

I I I 4 5 C6 ) 

v^fyhw km fat /j^/j vary high "^xoaUaat 

If you did not rate a 5 or 6. what could have been done differently to achieve a 5 or 6 rating? 



10) WHAT classes would you like to see offered at OCS? 



=ocs ool«g« dassM only= 



1 1 ) What impact did OCS College (having classes held here at work) have 
on you taking this course? 

L — 3 2 I 4 5 

.^nontmalt varym somewhat reasonable impact definite impact Bxtrme-wapact 

Comments: 



12) What impact did the payment method (payroll deduction at the end) 
and the cost (to^u) have in your choice to take this class? 
JL. , ^,/ 3 4 5 6 

non0 8iBll Vdrflfth soaiewhat reasonabk impact definite in^)acx extreme tmpact 

Comments: 
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IBS 



BCOM S Copeland BASIC COMPUTER 

M : Contac(6dl Appro^ jmpor-^ instruct. 

Mapi Timly? prkte mce m Ability 

Day/Tims? to Jobi effect? How? 



HI 
/t3 
HA 
HS 
ltd 
#7 

m 

ffU 

m 
m 



»«> «* m «» ^vt*^ 



Met? 



m 



5 
5 
5 
5 
5 
4 
5 
3 
2 
5 
5 
4 
6 



?if3 



6 
4 

s 

5 
5 
5 
S 
S 

s 
s 
s 
s 

6 



6 
5 
5 
5 
5 
S 
S 
6 
4 
S 
6 
5 
S 



?m 



5 
5 
4 
4 
5 
5 
4 
5 
4 
5 
5 
4 
5 



?ffS 



S 
5 
5 
3 
5 
1 

S 
S 
4 
3 
4 
3 
S 



?/n 



5 
4 
4 
5 
S 

4 
S 
4 
4 
6 
4 
5 



Instruct, 
expertise 
/knowi? : 

?m 



6 
5 
S 
S 
6 

S 
S 
5 
S 
6 
4 
6 



Me 
Overall 
Training 
?0 



Impact 
OCSC? 

mi 



Impact 
Paymt 
Method? 

?m 



6 
5 
S 
6 
6 

5 
5 
5 
5 
5 
4 
6 



6 
5 
6 
6 
S 

5 
S 
5 
5 
6 
4 
6 



6 
4 
5 



6 
6 
S 
I 



5 
6 
2 



;7(i 

/RNC{?} ~ {end} {down} ~ {right} 









1 


0 


0 


0 


0 


1 


0 


0 


0 


0 


2 


3 


2 


1 


0 


0 




0 


0 


0 


0 


0 


0 
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BASIC COMPUTER 



BCOM BCOM 




Coapilatlon of Survoy to Coaputer Baa/.ci Participanta 



Qutttioa II <b«tJi Ablt to Dtt...> CoMitntt 



'2 
2 
2 

3 Bow about windowai 08 2,2 AAd MAC tyttMa 

2 

2 It halp«d with otbar olatttt l took 

3 Tbl« Mould b« vary valotbl* to my potitioA y Pro-Wrlta, Lotut 

3 

a bad ■ona basic akilla, oouraa waa infoxaativa, anhauoad my knovlo a 
2 I'b not afraid of it aAyaora * _ 

2 Balpad io oaio? nav aathod of compotar at work a 

2 Haa balpad aa ba aora ooafidact with our nav raporting ayataa a 

2 Ifoatly dapt. ooaputar ia uaad for labor raporting J Pro-Mrita 

2 cava aa u battar tudarataAdiag j[ 

3 Appliad tba kxioaladga avay fron vork . 

i : 



■a ya you takaa othar ooora aa if yaa^ did tbia oouraa balp yog 

A 



■aad olaaa Ia CMC aaobiaa 1 
A 0 

■ 0 

■ 0 

I ^^o-iaSr^^JuS"''.""* ' J • ^TP^Titar at boaa, but tb. coaputar keyboard ia diffaraat 

0 
0 
0 
0 
0 
0 
0 
0 
0 
0 
0 

1 Cava aa aora kjiowladga of tha kayboard 
0 
0 
0 
2 
0 



Do yog plan to taka otbar ooaputar couraaa at OCS; Conaanta 

m ts=^^a==aa=a=^ ^ ^^^^^^ ^ 

1 



Coapllation of aurray to Coaputar aaaica Participants 



Did baing in tba couraa aAooaraga yog to plan to taka aora oouraaa? 



4 Praaautly X don't gaa a coaputar vary aaob 

3 

1 

2 

1 

2 

3 

1 

0 Don't knott yat 

3 

2 

2 
3 

3 1 naad to nou vblob ona X oaa taka* 

2 
2 

3 irban tba rigbt oograaa ara offarad 

2 
3 
1 
3 
i 



y cava aa a battar undaratanding of tba ooaputar 

y It balpad raliava a lot of ajuiiaty i bad about ooaputara. 

y cava aa a cbanca to laaca baaioa bafora doing ooaplax prograaa 

y X want to laarn nord prooaaaiag 

y 

y uall taugbt, ^ jok -ayatary ogf , did anoograga aa to procaad 
Xt brougbt aa thru aoat of tba fog 

y Cound that X lika and aajoyad tha alaaa 
y abowad aa tbat X bava a lot to laarn; 

A 

y X lika to laara aoaatbiag aora. 

y abowad aa that X hava an apptituda and liking for ooaputara 
y X ifould lika to ba abla to laara aora 

y 

y It provided diraotioa 
a 

7 Xt ia good to laarn ho« to «ork tha ooaputar 
y Bnjoyad claaa^ but X atill don't Ilka coaputarRt 



o 
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Evaluation of Computer Basics Course 



To: 

Please help us follow-up on the effectiveness of this training course. Answer each 
question as best you can. If a question does not apply to you, just leave it blank. 

1. Have you been able to use any of the knowledge or skills you learned in this course? 

I. 2. 3. 4. 

I've used it a lot I've usedit a little Ihaven'thadachancetouseit I won't be able to use it 

Comments: 



2, Have you taken any other computer classes since taking this course? 

Yes? No? 

If yes, what course(s): 



If you have taken other courses, did this course help you in another course? 

1- 2. . 3. 4. 

Ithelpedmealot Ithelpedmealittle It didn't really help It left me confused 

Comments: 



3. Do you plan to take other courses in computers at OCS? 

1. 2. 3. 4. 

I'm enrollingin January I plan to take one soon I plan to take one eventually I may not take one 

Comments: 



Did being in tlie Computer Basics class encourage you to plan to take more classes? 
Yes? No? Explain: 



4. May we contact your supervisor to ask them a few questions about hov the class 
may have affected your performance on the job? 

Okay? Not Okay? 

Please Return this Survey to Lynn Cox in the Training ofTice as soon as possible. 
Thank you. 

ERIC ^ ' ' 



Comment 6: What should be... make the class better? 



Team 



ERIC 



249 

249 Hub 
249 Team 
350 
350 A 
8274 RV 
A/M Hubs 
Accessories 
Accessories 
Carrier Call 
CSR 

Flange Mount 350A 

Flange Mt 

Flange MT 

Flange Mt. 

Flange Mt. Nissan 

Human Resources 

Human Resources 

M 249 

M 249 

M 249 

M236 

M236 

M249 

Maintenance 

Mounting System 

Mounting Systems 

Nissan Hub 

Quicker 

Rounds 

RV 

RV 

RV 

RV 

RV 

RV 

RV Winch 
RV (Service) 
RV Winch 
RV Winch 
RV Winch 
RV Winch 
RV Wijich 
RV Winch 
RV Winch 

RV Winch Mid Size 

Shift Linkage 

Ssangydng 

Tool and Die 

Tool Crib/Tool Grinding 

Tool Grinding 

Tool Grinding 

Tool Grinding 494 



Focus on less topics 

Need to learn more of our AMAPS system 
More computers, or less students in class. 
Nothing 

Hake class longer 

Have table of contents and pages # on handouts 
Class was fine 

Design a class that lets people go at own pace 

Shorter overall term 

Have more free time to use the PC 

None 

More computers 

more time on computer/ not having to team up 

More weeks of class, more specific areas 

Teach us about our new system 

Get more computers 

class area is very uncomfortable 

Area where it is held, very uncomfortable 

Hard to take notes and listen, pages need # system 

Have more class like the last one, doing work alone 

I think it is fine the way it is 

Smaller classes with one person per terminal 

Wouldnt change material used, would extend class tim 

Longer class time, one PC per person 

Great for beginners, needed faster pace for me 

More class time, computers for each student 

More time to use tlie PC 

Make it 1 hour each of instruction, lab 

More hands on experience, home-work worksheets 

Class cancelations should be minimized, more PCs 

One comp per person, using programs on real projects 

Little more quiet time in class to do work 

Course could have been longer, too fast 

More indepth 

Not applicable 

I like it the way it was 

Additional computers to be used during class 
Can't think of anything 

Move at faster pace, more terminals available 
More computers, more time 

Class is too short 

More hands on experience with computer 
one computer per person, not several 
More time to use what you are learning 

Learn inventory, reject parts, parts to floor etc 
More class time, teach Basic DOS 
Handouts at beginning, teach one topic at a time 
Just fine, could be longer 

Typing 15 WPM beneficial, easier to keep up 

How to find part #'s, tooling used on parts, AMAPS 

1 7^: 



Comments on the Computer Basics Post Test 



...I will remember and improve skills. ...just need to use my skills. 

I feel more comfortable, I know it won't bite me. 

Training needs to be ongoing. 

...it opened a door and now I need to know more. 

More hands on training. 

If you don't have the opportunity... it is very hard to remember. 
...found the class very, very helpful. 

...good presentations...! don't feel so intimidated by the terminals. 

...at least 20 wpm should be a prerequisite. 

Should dwell on the system (AMAPS) here at Warn. 

...moved too slow for me... group by knowledge or experience. 



Evaluation of Computer Basics Course ^ 



To: 



Please help us follow-up on the effecdveness of this training course. Answer each 
question as best you can. If a question does not apply to you, just leave it blank. 

1 . Have you been able to iiseany of the knowledge or skills you learned in this course? 

1 3. 4. 

I've used it a lot I've use^little I haven't had a chance to use it I won't be able to use it 



Comments: 



2. Have you taken any other computer classes since taking this course? 

Yes? (^7) 

If yes, wTiat course(s):_ — — 



If YOU have taken other courses, did this course help you in another course? 

1 2. 3. 4. 

Ithelpedmea lot It helpedmea little It didn't really help It left me confused 



Comments: 



3. Do you plan to take other courses in computers at OCS? 

1 2. 3. 4. 

rm enrollingin January I plan to take one soon I plan to take one eventually I may not take one 



Comments: 



Did being in the Computer Basics class encourage you to plan to take more classes? 

Yes? No? r-phin-"^ a^.O^^rr^^ ^^^^ ^""^ 

4. May we contact your supervisor to ask them a few questions about how the class 
may have affected your performance on the job? 



Okay? ) Not Okay? 




Please Return this Survey to Lynn Cox ih the Training office as soon as possible, 
Thank you. 
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Evaluation of Computer Basics Course 



To: 



Please help us follow-up on the effectiveness of this training course. Answer each 
question as best you can. If a question does not apply to you, just leave it blank. 



1. Have you been able to useany of the knowledge or skills you learned in this course? 

U (2) 3. 4. 

I'vcuscditalot I've usemfa little Ihaven'thadachancctouscit I won't be able to use it 



2. Have you t,a£e!i^any other computer classes since taking this course? 

Yes? [So? 
If yes, wbaf course(s): 



If you have taken other courses, did this course help you in another course? 

1. 2. 3. 4. 

Ithelpcdmealot It helped me a little It didn't really help It left me confused 



Comments: 



3. Do you plan to take other courses in computers at OCS? 

2. 3. 4. 

Vmenromirgin January I plan to take one soon I plan to take one eventually I may not take one 

Comments: 

Did being in the Computer Basics class encourage you to pl^Jp take more classes? j, 

'esV No? Explain: (h( C/i^ 'h^^ ^(M^Ocx^ A^£^a9^ 

^. May we contac/^our snop^visor to ask them a few questions about how the class 
may have affected your performance on the job? 

Not Okay? 

Please Return this Survey to Lynn Cox in the Training oflice as soon as possible. 
Thank you. 




EvaJuation of Computer Basics Course 



To:. 

Please help us follow-up on the effectiveness of this training course. Answer each 
question as best you can. If a question does not apply to you, just leave it blank. 



1. Have you been able to usesmy of the knowledge or skills you learned in this course? 

1. (Tp 3. 4. 

I've used it a lot I've us^ it a little Ihaven'thadachancetouseit I won't be able to use it 

Comments: ^■&a^)Ai/Q^'^ifi^y'^ /^-^ >^€^r2^ 

2. Have you taken any other computer classes since taking this course? 

Yes? 

If yes, what course(s): 



If you have taken other courses, did this course help you in another course? 

1. 2. 3. 4. 

Ithelpedmealot It helped me a little It didn't really help It left me confused 

Comments: 



3. Do you plan to take other courses in computers at C ZSl 



1. 3. 4. 

I'm cnrollingin January I plan to take one soon I plan to take one eventually I may not take one 

Comments: 

Did being in the Computer Basics class encourage you to plan to take more classes? 

@? No? Explain: mi. Si . ^,!n^^zlt.^:^ JjL 

4. May we contact your supervisor to ask them a few questions about how Ihe class 
may have affected your performance on the job? 

.^^^a^^ -Not Okay? 

Please Return this Survey to Lynn Cox in the Training office as soon as possible. 
Thank you. 
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Evaluation of Computer Basics Course 



To: 



Please help us follow-up on the effectiveness of this training course. Answer each 
question as best you can. If a question does not apply to you, just leave it blank. 



1. Have you been able to aseany of the knowledge or skills you learned in this course? 



1. (9 3. 4. 

rvcuseditalot I've ust^it a" little Ihavcn'thadachancetouscit I won't be able to use it 

2. Have you taken any other computer classes since taking this course? 

Yes? 

If yes, what course(s): 



If you have taken other courses, did this course help you in another course? 

1. 2. 3. 4. 

Ithclpedmcalot It hclpcdmc a UtUc It didn't really help It left me confused 



Comments: 



3. Do you plan to take other courses in computers at OCS? 

1. (l) 3. 4. 

I'm enrollingin January I plan to take one soon IplantotakconecvcntuaUy I may not take one 

Comments: 

Did being in the Computer Basics class encourage you to plan to take more classes? 



5 No? Explain: W T //>^^ / W /?>t^W^/ d^^-^ 



4. May we contact your supervisor to ask them a few questions about how the class 
may have affected your performance on the job? 

"OkayTy Not Okay? 



Please Return this Survey to Lynn Cox in the Training office as soon as possible. 
Thank you. 
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Evaluation of Computer Basics Course 



To: 



Please help us follow-up on the effectiveness of this training course. Answer each 
question as best you can. If a question does not apply to you, just leave it blank. 



L Have you been able to useany of the knowledge or skills you learned in this course? 

1. (2) 3. 4. 

I've used it a lot I've used it a little Ihaven''thadachancetouseit I won't be able to use it 

Comments: 

2. Have you UJcen any other computer classes since taking this course? 

Yes? m&f 
If yes, what course(s): 



If you have taken other courses, did this course help you in another course? 

1. 2. 3. 4. 

It helped me a lot It helpedme a little It didn't really help It left me confused 

Conunents: 



3. Do you plan to take other courses in computers at OCS? 

1. .2. 3. 

I'm enrollmgin January I plan to take one soun I plan to take one eventually Imay not take one 

Conmients: 

Did being in the Computer Basics class encourage you to plan to take more classes? 




4. May we contact your supervisor to ask them a few questions about how the cla§g< 
may have affected your performance on the job? Lu^.^-e(i^^4^^^^''>'«^^ aMv^^^ zL^^ . 

Okay? Not Okay? CJ^^^ . qix^ u:^ >/ ^ti-- 

Pl^e Return this Survey to Lynn Cox in the Training office as soon as possible. 

Thank you. dUv^ X^Ul lc^^ rw^^ci^^ ia nre<.^^>A-^— ■'^^ '^''■"^^•^•^- 
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1 WISM 0 R*fraah ■•Bor7* 
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1 MMSM 20 
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1 MMSM 0 
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I MW'^lf 20 iMpftiVo ay Aath 
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1 MNSM 20 iMprovo ay porsorul aath akilii. 
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Course Evaluation 
You do not need to write your name on this form, 



How long have you worked at this company?_ 
Kow long have you done this type of work?^ 
What is your job title or position? 



What is your sex? M or F (circle one) . 
What is your age? What is your Race? 



★★★★★★★★★★ 



What type of problems can you solve that you couldn't before taking the class? 



Your Answers are 

Kept Confidential 
* ★ ★ 

Only write your 
Name on this if 
want to be con- 
tracted 



Do you think the skills you learned in this class will help you in your job? Why, or why not? How? 



Do you think the course has (or will) help you meet any of your personal goals? Why, or why not? How 



Would you recommend the course to a fellow-employee or friend? Why or why not? 



Were the materials and workbooks helpful? What was good or bad about the materials used in this course? 



If you could change the course in any way, what would you suggest we do to make it a better class? 



Circle the answer that best applies,.. 

-The course was too hard 
-The course will help me on the job 
-The course will help me outside of work 
-The course was confusing at times 
-The teacher made it easy for me to learn 
-I would like another class taught this way 

Use the back of this form if you wish to make further comments or suggestions. 
Thank you for your help. Yuu will help us make this a better course. 





Circle one: 


agree 


not sure 


disagree 


agree 


not sure 


disagree 


agree 


not sure 


disagree 


agree 


not sure 


disagree 


agree 


not sure 


disagree 


agree 


not sure 


f^^^agree 
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OCS SUPERVISOR EVALUATIONS 



IS') 



SapiBrvisor*s Survey 
of 

Worker's Participation in Training 



To: 



' ) 



ERIC 



Regarding: Participation of, _ in a recent training program. 

u 

Please help us evaluate the effectiveness of training programs by completing this survey. The 
worker listed above has participated in a Basic Computer class this last year. Your answers can 
help us evaluate the overall benefits of this training effort. You may or may not have a lot to 
go on in answering some of the questions. Just answer as you see best. Thank You. 



1. Were you aware that this worker took a basic computer class? Yes ( ) No^ 

2. Does this worker use the computer (of any kind) to complete work tasks? Yes ( ) No 
If the answer to #2 is no, skip down to #5. 

3. Have you noticed any improvement in this worker's skill or ability to perform tasks 

on the computer? 

1. 2. 3. 4. 

A great improvement Some Improvement No noticeablelmprovement Somewhatworse 

Comments: 

4. Have you noticed any improvement in this worker's knowledge or understanding of 

the computer? 

1. 2. 3. 4. 

A great improvement Some Improvement No noticeablelmprovement Somewhatworse 

Comments : 

5. Do you feel that this worker will be of more value to you and the company by having 
participated in the Basic Coinp»tcr-6Qiirse? 

1. 2. >^ 3. 4. 

Very Much So I Somewhat J It is hard to say , Not Likely 

Comments: 

Please Route this survey to Lynn Cox in Training at your earliest convenience. 
Thank You for your participation. ] 



Supervisor's Survey 
of 

Worker's Participation in Training 



To: 

Regarding: Participation of _ _____ in a recent training program. 

Please help us evaluate the effectiveness of training program.. . by completing this survey. The 
worker listed above has participated in a Basic Computer class this last year. Your ansvers can 
help us evaluate the overall benefits of this training effort. You may or may not have a lot to 
go on in answering some of the questions. Just answer as you see best. Thank You. 



1. Were you aware that this worker took a basic computer class? Yes () No"^ ^, 

2. Does this worker use the computer (of any kind) to complete work tasks? Yes 0 No () 

If the answer to #2 is no, skip down to #5. 

3. Have you noticed any improvement in this worker's skill or ability to perform tasks 
on the computer? 

1. 2. (2) 4. 

A gi'eat improvement Some Improvement No noticeablclmprovcment Somewhatworsc 



Comments: $'r^>^/c^ 'a-^.^ 

4. Have you noticed any improvement in this worker's knowledge or imderstanding of 
the computer? 

1. 2. 3. 4. 

A greatimprovcment Some Improvement No noticeablelmprovement Somewhatworsc 

Comments: ^/^^^cz-^ 

5. Do you feel that this worker will be of more value to you and the company by having 
participated in the Basic Computer course? 

1. 2. (Jy 4. 

VcryMuchSo Somewhat li is hardto say NotLikely 

Comments: 



Please Route this surve Lynn Cox in Traimng,/t your earliest conver^ience. __t.- 
Thank You for your participation, ^ii^^/x-^^ /C^^i:s /^^t^^^ ^^"^ 



Supervisor's Survey 
of 

^ Worker's Participation in Training 

To: 

Regarding: Participation cf ^.^:=_^JL_ in a recent training program. " 

Please help us evaluate the effectiveness of training programs by completing this survey. The 
worker listed above has participated in a Basic Computer class this last year. Your answers can 
help us evaluate the overall benefits of this training effort. You may or may not have a lot to 
go on in answering some of the questions. Just answer as you see best. Thank You. 

1. Were you aware that this worker took a basic computer class? Yes ( ) No 

2. Does this worker use the computer (of any kind) to complete work tasks? Yes ( ) No 
If the answer to #2 is no, skip down to #5. 

3. Have you noticed any improvement in this worker's skill or ability to perform tasks 
on the computer? 

1- 2. 3. 4. 

A great improvement Some Improvement No noticeablelmprovcment Somcwhatworse 



Comments: 



4. Have you noticed any improvement in this worker's knowledge or understanding of 
the computer? 

I- 2. 3. 4. 

A great improvement Some Improvement No noticeablelmprovcment Somewhat worse 



Comments: 



5. Do you feel that this worker will be of more value to you and the company by having 
participated in the Basic Computer course? ^ 

1. 2. /^3. ^ 4. 

Very Much So Somewhat ( Itishardtosajr/ Not Likely 

Comments: 



Please Route this survey to Lynn Cox in Training at your earliest convenience. 
Q Thank You for your participation, 

^ 1 '^2 



Supervisor's Survey 
of 

Worker's Participation in Training 



To:_ 

Regarding: Participation of in a recent training program. 

Please help us evaluate the efiectiveness of training programs by completing this survey. The 
worker listed above has participated in a Basic Computer class this last year. Your answers can 
help us evaluate the overall benefits of this training effort. You may or may not have a lot to 
go on in answering some of the questions. Just answer as you see best. Thank You. 



1. Were you aware that this worker took a basic computer class? Yes ( ) No ^ 

2. Does this worker use the computer (of any kind) to complete work tasks? Yes^^No ( ) 
If the answer to #2 is no, skip down to #5. 

3. Have you noticed any improvement in this worker's skill or ability to perform tasks 

on the computer? 

1. n) 3. 4. 

A great improvement Some Improvement No noticcablelmprovcment Somewhatworse 

Comments: 

4. Have you noticed any improvement in this worker's knowledge or understanding of 

the computer? 

1. rz/ 3. 4. 

A great improvement SomeCnprovement No noticeablelmproveraent Somewhatworse 

Comments: 

5. Do you feel that this worker will be of more value to you and the company by having 
participated in the Basic Computepeourse? 

1. (2/ 3. 4. 

Very Much So Some^vhal It is hard to say Not Likely 

Comments: 



Please Route this survey to Lynn Cox in Training at your earliest convenience. 
Thank You for your participation. , , 

erJc ^''"^ 




Supervisor's SHrvcy 
of 

Worker's Participation in Training 



To: 



Regarding: Participation of in a recent training program. " 

Please help us evaluate the effectiveness of training programs by completing t^Js survey. The 
worker listed above has participated in a Basic Computer class this last year. \ >ur answers can 
help us evaluate the overall benefits of this training effort. You may or may not have a lot to 
go on in answering some of the questions. Just answer as you see best. Thank You. 



1. Were you aware that this worker took a basic computer class? YesV) No ( ) 

2. Does this worker use the computer (of any kind) to complete work tasks? YesY) No ( ) 

If the answer to #2 is no, skip down to #5. 

3. Have you noticed any improvement in this worker's skill or ability to perfonn tasks 
on the commUef?— — ......^^^^^^ 

1. r 2. '"^--^ 3. 4. 

Agrcatimprovement \^ Some Improvement yNo noticeablelmprovement Somewhatworse 



Comments: rJ^** -^ .A^^^ (uM C^ct^ 



4. Have you noticed any improvement in this worker's knowledge or understanding of 
)uter? 





1. ^ 2. 3. 4. 

Agreatimprovement J Some Improvement No noticcabJelmprovement Somewhatworse 



Comments: 



5. Do you feel that this worker will be of more value to you and the company by having 
partidpatedJnJheJBasic Computer course? 

! r 2. 3. 4. 

Somewhat It is hard to say Not Likely 




Comments: 4}t/q ^ g ^.^id-jr^^^^ ^/ ^^^^j^u^ ^^g ,^^ 

Please Route this survey to Lynn Cox in Tra'inin/at your earliest convenience, 
o Thank You for your participation. 
-ERIC 



Supervisor's Survey 
of 

Worker's Participation in Training 



To: — 

Regarding: Participation of _ in a recent training program. 

Please help us evaluate the effectiveness of training programs by completing this survey. The 
worker listed above has participated in a Basic Computer class this last year. Your answers can 
help us evaluate the overall benefits of this training effort. You may or may not have a lot to 
go on in answering some of the questions. Just answer as you see best. Thank You. 

1. Were you aware that this worker took a basic computer class? Yes ( ) No 

2. Does tlus worker use the computer (of any kind) to complete work tasks? Yes ( ) No 
If the answer to #2 is no, skip down to #5. 

3. Have you noticed any improvement in this worker's skill or ability to perform tasks 

on the computer? 

1. 2. 3. 4. 

A great improvement Some Improvement No noticcablelmprovement Somewhatworsc 

Comments: 

4. Have you noticed any improvement in this worker's knowledge or understanding of 

the computer? 

1. 2. 3. 4. 

Agrcatimprovement Some Improvement No noticcablelmprovement Somewbatworse 



Comments: 



5. Do you feel that this worker will be of more value to you and the company by having 
participated in the Basic Computer course? 

1. 2. 3. ^ 4. 

Very Much So Somewhat /It is hard to say • Not Likely 

Comments:_ 

Please Route this survey to Lyim Cox in Training at your earliest convenience, 
o Thank You for your participation. 




COLUMBI A/WI LLAMETTE SKI LLBUI LDERS 
GRANT REPORT 

CLACKAMAS COMMUNITY COLLEGE 



PART TWO: 
CURRICULUM 



CURRICULUM 
OCS AND WARN 
MATH CLASS 




Change and Check Tolerance: 



The width of the groove is .061' 
Is It In tolerance? 



The diameter(left) is 1.511' 

Is if in tolerance? 

(in this case, i .04 mm) 



.061* 4 .03937 = 



mm 



Is this within V 0,1 2 mm? 



1.511V* i .039370 - 



mm 



Is this within t 0.04 mm? 



Rules to Remember 



To change a millimeter (mm) measure to 
inches: 



MM X . 039370 INCHES 



To change inches to (mm) measure: 




More practice: 



1 . The spec calls for a hole to be 9.525 mm . What size drill bit is this? 



2. The distance of a cut needs to be 1 .87 mm . How far is this in inches. 



3. An outside diameter needs to be 33.2 mm ± 0.12 mm . You measure it at 1.305" . Is 
in tolerance? 



Note: If you are not currently using millimeters (metrics), do not try to memorize all these steps. 
Just make sure you understand how the "conversions" work. If you get the "big picture," when 
you do get into metrics, it will go easy for you. 



ERJC 
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METRIC EQUIVALENT 


Inches 


mm 


Inches 


mm 


Inches 


mm 


Inches 


mm 


Inches 


mm 


Inches 


mm 


Inches 


mm 


6.1 i6 


4 826 


0.360 


9.652 


0.570 


14 476 


0.760 


19.304 


0.690 


22.606 


0.C001 


0.002S 


0.010 


0.254 


0.200 


5.060 


0.390 


9.906 


0.560 


14.732 


0.770 


19.556 


0.900 


22.660 


0.0002 


0.0051 


C020 


0.506 


0.210 


5.334 


0.400 


10.160 


0.590 


14.966 


0.780 


19.612 


0.910 


23.114 


0.0003 


0.0076 


< J30 


0.762 


0.220 


5.566 


0.410 


10.414 


0600 


15.240 


0.790 


20.066 


0.920 


23.368 


0.0004 


0.0102 


0.040 


1.016 


0.230 


5 842 


0 420 


10.668 


0.610 


15.494 


0.800 


20.320 


0.930 


23.622 


0.0005 


0.0127 


0.050 


1.270 


0.240 


6.096 


0430 


10.922 


0.620 


15.748 


0.810 


20.574 


0.940 


23.676 


0.0006 


0.0152 


0 060 


1.524 


0.250 


6.350 


0.440 


11 176 


0.630 


16.002 


0.820 


20.828 


0.950 


24.130 


00007 


0.0176 


0.070 


1.778 


0.260 


6604 


0.450 


11.430 


0.640 


16.256 


0.630 


21.062 


0.960 


24.384 


0.0006 


0.0203 


0.060 


2.032 


0.270 


6656 


0.460 


11.664 


0.660 


16.510 


0.840 


21.336 


0.970 


24.638 


0.0009 


0.0229 


0.090 


2.266 


0 260 


7 112 


0.470 


11.938 


0.660 


16.764 


0.850 


21.590 


0.980 


24.692 


0.001 


0.025 


0.100 


2.540 


0.290 


7.366 


0 460 


12.192 


0.670 


17.016 


0.660 


21.644 


0.990 


25.146 


0002 


0.051 


0.110 


2.794 


0.300 


7.620 


0.490 


12.446 


0.680 


17^72 


0.870 


22 098 


1.000 


25.400 


0.003 


0.076 


01 20 


3046 


0.310 


7.874 


0.500 


12.700 


0.690 


17.526 


0.880 


22 352 






0.004 


0.102 


0.130 


2M2 


0.320 


8.126 


0.510 


12.954 


0.700 


17.780 










0.005 


0.127 


O140 


3.556 


0.330 


8.362 


0.520 


13.208 


0.710 


16.034 


Exempie; 0.i»»4 inch In mm. 


0.006 


0.152 


0.1 SO 


3.610 


0.340 


8.636 


0.530 


13.462 


0.720 


16.266 








0007 


0.176 


0.160 


4.064 


0.350 


8.690 


0.540 


13.716 


0.730 


16.542 






oooe 


0^03 


0.170 


4^16 


0.360 


9.144 


0.550 


13.970 


0.740 


16.796 


0^004 •> .0102 




0.009 


0^29 


0.160 


4.572 


0.370 


9396 


0.560 


14.224 


0.750 


19.050 


0.1564 ln.«21.7S22 mm. 
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Different Wnds of Percentage Problems 
Help Each Other Find the Answers 



Problem: Your team produced 2006 parts, but 6 were defective. What is your percent 
defective? 



■■^ -Part: 




.■^■V- Whole: 





Same Type of Problem; You check out springs for receiving, out of 1250 springs 53 are not 
acceptable. What Is the percent rejected? 



Part: 




■:-:%:..: :.:| 


Whole: 




100 1 



Another kind of problem: Your team has decided that any shipment of dials that is more than 
3% defective must be rejected. You count a sample of 64 dials. How many can be defective? 




A similar problem: You expect a 12% discount on a shipment that would normally cost $2235.50 
The billing lists your amount due as $2045.00. Did you get the right discount? 



Part; 




. 

■:■:;/ ■■ ■■ % ■■■■ 


Whole: 




100 



One different problem: Your team has done well to reach 97% orders shipped to new orders. 
You shipped $120,500, how much were the new orders. (Hint: orders shipped "to" or "of new 
orders = 97%) 











Part: 




% 




Whole: 




100 
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Figure out the percentage of a sample 
That is defective using division and 
the calculator. 



Jill needs to check out some hub bodies her team is 
purchasing. 

In Receiving, she picks up the invoice and the 
"characteristics/results" sheet. On the invoice, it usually tells 
her how many she needs to look at for a sample to inspect. She 
could find out how many to sample for this lot by using the "zero 
defects chart." 



See the following pages, if the invoice does not show how 

many to take for a sample, Jill will find how many she needs to 
sample using the "zero defects chart." She also looks at the 
"characteristics/results" sheet to see what the spud diameter 
should be. This is what she wants to inspect. 



On the zero defects chart, she only uses one column. It's the 
column of numbers with the arrow above it. She finds the number 
in that column for a sample size needed for the lot size she has. 



She counts out enough hubs for a sample, t^hen measures the 
spud diameter. Three hubs have spud diameter that is too large. 



Jill needs to figure out the percentage defective in order to 
fill in the DMR (Descrepant Material Report) . 



The pages after the chart and characteristics/results sheet 
show how Jill finds the percentage defective and fills in a DMR. 



mtK CDRhCR WITH COMING- 



r- 2. 6I75i. 0050*1 




.343t.005H 
1 .4501.010 

NOTES: (unless otherwise noted) 

I. OATLh '0' SlPfO LOCAIION GEFVEEN 5. 50 AfO 6.0O OU. 
?. COAT PER VARN SPECIFlCATItW 24431. 



.39051.0020 



DETAIL "G" 



r- 33551.0^5 
R. I53t.004 




DETAIL "F" 



SCALE 2; 



m 10299 



REVISE .114 ClHEflSim TO m 



ct :i fin ionQft«i*ioe 
'rrrrmnrr 



i/is^tciMEO lasrwas' 

MMIOET III) 

w MS s II on 



CASriNG 



BODY, HUB 



3HEET I UP 1 



KIP 



26104 



? NAM£: BODY, HUB 

BUILD-REV 



CHARACTERISTICS / RESULTS 



»r 

iiJMBER. 



INSP 
DATE 



INSP 
BY 



LOT 
SIZE 



SAMPLE .393+/-*001 
SIZE 













^<^ 




Pi- 11 






It. 






















i 














i 















she writes the highest and lowest in here 
s ^ section from the ^charaaerisrics/rcsuUs^ sheet This sheet is used every time this pan is inspected at receiving. 



The Zero Defects Chart' 



7Z ^nf^ r 
F zopf of the Zero Defects Chart M can find how mary to sample byfindins the lot size, and going over to the hi^lighted column and iir\ 

i the sample size needed for that lot size. Thi^ timet her lot size was 56(k 



Turn -tt, "/^e 
ithext page to see how Jill will determine the percent defective. 





.0103 


.0153 


.0253 


.0403 


.0653 


«103 


.153 


.253 


.403 


.653 


1.03 


1.S3 


2.53 


4.03 6.53 10.0' 


LOT Size 


(Acceptance number In «11 


cases 


(s zero. 


5AHPIE SI2E ^^^1 '^-f V^'* a^umk) 
"A* Indicates the entire lot nust be Inspected). 




2 to 6 


A 


A 


A 


A 


A 


A 


A 


A 


A 


A 


A 


A 


;;::s. 


3 


2 




9 to IS * 


A 


A 


A 


A 


A 


A 


A * 


A * 


A 


A 


13 


3? 




3 


2 


; 


16 to 25 


A 


A 


A 


A 


A 


A 


A 


A 


A 


20 


13 


3I 




3 


3 




26 to £0 


A 


A 


A 


A 


A 


A 


A 


A 


32 


20 


13 


3 ; 






S 




51 to 90 


A 


A 


A 


A 


A 


A 


80 


50 


32 


20 


13 


3 


•>f'- T . 

.■?ni. ; 


6 


5 


/ 


51 to. IJ50 


A 


A 


A 


A 


A 


125 


80 


50 


32 


20 


13 * 


12 


1 7 


6 




ISl to 7B0 


A 


A 


A 


A 


.200 


S25 


80 


50 


32 


20 


20 


19 




! 10 


7 


( 


281 to 500 


A 


A 


A 


315 


200 


125 


80 


50 


43 


47 


29 


21 




' 11 


9 


4 


501 to 1200 


A 


800 


500 


315 


200 


125 . 


00 


75 


73 


47 


34 


27 




. iS 


11 


\ 


1201 to 3200 


12S0 


800 


500 


315 


200 


125 


S20 


116 


73 


53 


42 


35 


vf/ia': , 13 


13 


c 


3201- to lOtOOO 


1250 


800 


500 


315 


200 


1« 


109 


.116 


86 


68 


50 


38 


IS 


t 


10.001 to 35,000 


1250 


800 


500 


315 


300 


294. 


189 


135 


108 


77 


60 


46 




15 


e 


35.001 to 150,000 


1250 


800 


500 


490 


476 


294 ** 


218" 


170 


123 


96 


74 


56 




i" 


15 


c 


|(^0.001 to 500.000 


1250 


800 


750 


715 


476 


345 


270 


200 


156 


119 


90 


64 


••!;.40.j: 
•• »••:•..«• 


1 29 


15 


e 


5CC\00l and ovtr 


1250 


1200.;.* 


f 1112 


715 


556 


435 


303 


244 


189 


143 


102 


64 




•29 


IS 


c 
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«EST copy mum 



. 'I figures out the percentage defective for this sample... 



First: She has a lot size of 560, she knows this from the invoice and she counts than to (by box) # be sure. 



Then: She finds that she needs to 'sample' 29 of the hub bodies. She gets this from the Zero Defects chart, or, it the instmctions 
on the invoice showed how many to sample. 

Then: After she measured 19, checking the spud diameter, she found that 3 had a diameter that was too large, up lo .396 
(+.003). 

So: She divides 3 by 19 and multiplies the answer by 100 to get a percentage defective. She enters this on the DMR. 

"^^ )< loo ' ts-li 

Now: She can fill in the results section of the DMR. See the sample below. 



cr 



(C76 



The Run\Lot Qty. (in this case, it's how many are being received) is 560, the sample qty. is 29. She measured them and 3 had 
I toberejeaed Note how she fills in the form. The Jiun\Lot Qy. Accqfted and Rejected is figured by the Quality People. They'll 
« fill in that part. 



(StJN/LOT QTY. 



SAMPLE QTY. 

1°^ 



SAMPLE ACCPTED 



SAMPLE RE J. 



LOT ACCPTED 



LOT REJ 



INSPECTION RESULTS 





DEFECT CHARACTERISTIC 


SPECIFICATION 


OBS/MEASURED DEFECT 


% DEFECT 


,1 


SPud "DT/yl 








i 

h « ■ 










3 











♦ Oh 

''the next page, practice finding the percent defective and filling in the DMR. 



A sample of 33 brass dials are inspected from a lot of 11,000. Out of the 
53 you inspect, 14 have paint missing in the lettering... What is the percent 
defective? Write in your answer under % DEFECT. 



.RUN/LOT QTY.. 


SAMPLE QTY. 


SAMPLE ACCPTED 


SAMPLE REJ. 


LOT ACCPTED 


LOT REJ 


1 11.000 




1*} 


/y 







llTEM 


DEFECT CHARACTERISTIC 


SPECIFICATION 


OBS/MEASURED DEFECT 


% DEFECT 


M- 































On some flange blocks, the whole lot of 1725 is sampled and 213 are found to 
be off-center line up to nearly .165" ... What is the percent defective? Fill in 
the Inspection Results section. 



RUN/LOT QTY. 


SAMPLE QTY. 


SAMPLE ACCPTED 


SAMPLE REJ. 


LOT ACCPTED 


LOT REJ 





INSPECTION RESULTS! 



llTEM 


DEFECT CHARACTERISTIC 


SPECIFICATION 


OBS/MEASURED DEFECT 


% DEFECT 

































On another lot of hub bodies, the spud diameter is tapered, not even. The 
:aper is up to .002" over specification on all 19 of the 19 you sample. The lot 
./as 620 hub bodies and quality tells you they will reject the entire lot. Fill 
in the Inspection Results Section. . . 



j RUN/LOT QTY. 



SAMPLE QTY. 



SAMPLE ACCPTED 



SAMPLE REJ. 



LOT ACCPTED 



LOT REJ 



INSPECTION results! 



ITEM 


DEFECT CHARACTERISTIC 


SPECIFICATION 


OBS/MEASURED DEFECT 


% DEFECT 


1 

} 










• 










0 — 
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Finding the percentage of rejects to complete a P-Chart 



Jerri is charting defects as her team assembles aftermarket hubs. Each 
reject is set aside, then at the end of the job, she counts how many rejects 
there are of each type. 

For the Job dated 3/15: 

She adds up the rejects of each type to figure the REJ. TOTAL. 

She divides the total by the BUILD QTY: 7 7 2015 - 

She multiplies this by 100 to make the decimal a % : x 100 



% 



Then she enters this on the PERCENTAGE LINE 



DATE BUILT 








3-^0 




MPS JOB 




•!>-S't(iS 








BUILD QTY 




pooo 




/OlS 


2ooM 


REJ. TOTAL 


-7 










PERCENTAGE 






















POROSITY 




/ 




/ 


3 


CRACKS/PIT 








2 




FLASH 


/ 






/ 
















PEELING 


3 








/ 


BUFF/ DULL 


/ 


1 


1 


3 


3 



Finish 
chart for 
Patti by 
adding the 
reiects 
ana 

finding 
the % : 



ERIC 



Of 



)7 



••DEFECT CAP/BODY REJECT REPOKT" 

I 

PARENT ITEM P.N. ' 



DATE BUILT 
MPS JOB 
BUILD QTY 
REJ. TOTAL 

percentage 
Casting 



A5HB-.AliaL ^^^^ ^^^^ ^^'^'^ 

CAP/BODY P.N. I ' 



If 




POROSITY 

CRACKS/PIT 

FLASK 

LINES/LETT 
DBCAL SURF 
DEFECT LEG 

i>LATING 

BARE SPOTS 
PEELING 
BUFP/MAT 
BUFF/DULL 
RWK PLTNG 
BARE DIAL 
PAINT 



J-4 



LI 



BARE SPOTS 
ROUGH 

CARD BOARD 
DENT 



I DENT/FIT 
J DENT/COS 
T. SCRATCHES 



..rtACHINING- 
OUT/ROUND 
NOT MACH 
BAD SPUD 
NO PINHOLE'- 
LETTERS i 



CAP/BODY DEFECT CHART 



10.0%- 
9 . 5 V 
9 . 0%- 
8.5%- 
8.0%- 
7.5%- 



7 . 
6. 
6 . 



0%- 
5%- 
0%- 
5%- 



5 . 

5.0%- 
4.5%- 
4.0%- 
3.5%- 



L. 

! > 

Leric 



3 . 
2 . 
2 . 
1. 



0%- 
5%- 
0%- 
5%- 



1.0%- 
0.5%- 
0.0%- 



2'.b 













1 / 


1 


9. 






1 1 






/ 




/ 










1 


















/ 






1 








i 


1 2. 1 1 










i / i ! 1 ! 






1 


1 


1 




1 / 


1 




1 


/ 




i 




1 ^7 


j 


1 


i / 




i / 


1 


i ?^ ' 


i i , , . , I 1 _J 1 ! 








1 


! / 




1 


i '< 


1 




1 / ! 


/ 






1 




1 




i 




1 1 




! ^ . 


i ^ 


1 


1 


1 


! 


1 


1 


1 1 



T 

CUOt; i TUTAL 

I 



11 

I 2 \ 
I— 0-i 



1 100 
1 120 
Li 2 0. 



l3 

L-.2- 




3 




0 




0 

3 

0 

0 


1 


1 


1 
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Using percentages to compare th'* teams' monthly shipments 
to the plan amount. 



Ton is working on some numbers for his team leader. He needs to 
figure how his team doing compared to others in shipments compared 
to plan amounts. 

Tom realizes that the different teams have different factors to 
contend with, so the comparison is only a general view of how his 
team is doing. 



4-\ 



He figures the percentage of shipments to plan by dividing the 
shipments by the plan amounts. Then he multiplies that by 100 to 
get it in percentage form. 

This percent will be below 100% if the shipments are less than 
plan. It will be above 100% if the shipments are more than the 
plan. 

The report from the last day of the month is on the next page. 
Use this formula to finish the percentages for each team. . . 



Shipments M-T-D 



Plan amount 



X 100 



Percentage of shipments 
to plan amount 



Now, Ton's team leader asks him to figure the percentage of 
shipments to orders. He can use the same formula... 



Shipments M-T-D 










X 100 




Percentage of shipments 








to plan amount 


Orders M-T-D 







Write the percentages along the right side of each column. Tom 
started them, just finish them using these formulas. 



On (J 

\' %' 



INDUSTRIES 
28-Sep-90 



J 



itLmcr LINE 



PLAN 



SKIPKEKTS 
DAILY M-T-D 



i 



ORDERS 
DAILY M-T-D 



Ifi^NGYONG 
i^M(ERCIAL/IND< 
iftilGE MOUNT 

mi 

jUiPT L.INKAGE 



0 

91,000 
1,422,572 
192,498 
241«180 
0 
0 



0 

1,203 
229,679 
52,228 
32,552 
.0 
0 
0 



0 ^ 0 
108,137 in% 1|014 

1,547,048 111 

422,563 6,841 
227,142 20,365 

O-' 0 

0- 0 

17,560 (8) 



0 V 
107,291 tfi% 
1,819,510 ES% 
412,609 
221,425 

0 - 
0 - 
17,217 



?.*SUBTOTAL 


1,961,000 


315,661 


2,322,451 


28,324 


2,578,052 


!: KOVER 
ttCCeSSORIES 

.(ATI MTV 

j^prffs^Atttr HUBS 


102,800 
165,600 
331,000 
52,600 
1,888,500 
163,600 
365,900 


(1,672) 
2,628 

12,529 
624 

32,063 

41,154 
2,783 


29,431 
122,273 
213,193 
17,041 
1,327,762 
274,388 
231,421 


245 
29,783 
52,199 
1,030 
324,891 
21,501 
55,278 


32,498 
156,116 
310,583 

20,625 
1,860,441 
264,915 
254,994 



i^PncRAlft^k^T SUBTOTAL 3,070,000 



90,111 2,215,509 484,927 2,900,172 



^j^TMi 5,031,000 405,772 

^NNED SHIPMENTS /ORDERS - TO DATE 
feR (UNDER) PLANNED SHIPMENTS /ORDERS 



4,537,959 513,251 
5,031,000 
'$493,041) 



5,478,224 
5,031,000 
$447,224 



(3AC|dOa><S(2.5 - DOMESTIC 

- INTERNATIONAL 

t 

CACfciJlCCeAS - TOTAL 



jjflf^FACTURING OVERHEAD ABSORBED 
DSiSEMBLY OVERHEAD ABSORBED 

ibCAL OVERHEAD ABSORBED 

SjANNED OVERHEAD ABSORBTION TOTAL 

"CirSl (UNDER) PLANNED ABSORBTION 



1,689,894 
700,097 

$2,389,992 



578,423 
250,273 



855,000 



828,696 
855,000 
($26,304) 



ij^lLY INVENTORY (LESS WORK IN PROCESS) 
•l^RKING DAYS 



ERIC 



19 



$5,997,084 

.19 
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Finding the percentage of rejects to complete a P-Chart 



yt^vr-A ehartina -defects as her team assembles aftermarket hubs. .Each 
reject is ""set Ssidi, ?h2f at the eSd of the job, she counts how many rejects 
there are of each type. 

For the Job dated 3/15: 

She adds up the rejects of e'ach type figure the REJ. TOTAL. 

She divides the total by the BUILD QTY: 7 7 2015 = 

She multiplies this by 100 to make the decimal a % : x 100 



% 



Then she enters thiL on the PERCENTAGE LINE 



DATE BUILT 




3.vt 


^/\^ 


3-70 




MPS JOB 












BUILD QTY 




aooo 






2ooM 


REJ. TOTAL 


1 










PERCENTAGE 


1 










POROSITY 


P 


/ 




/ 


3 


CRACKS/PIT 








2 




FLASH 


( 






/ 




























PEELING 


3 








/ 


BUFF/ DULL 


/ 


1 


i 


3 


3 



Finish 
chart for 
Patti by 
adding the 
reiects 
ana 

finding 
the % . 



L 
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Finish the P-Chart by charting the percent 
of defects and totaling each type of defect. 



The next paaes have two p-charts that need to be finished. Find the percentage defective lil<e 
before, then, "chan* the percent on the defect chart across the bottom of the page. 



Jerri started these charts by marking a dot on the line below each Job that is across from the 
percentage numbers along the left edge of the page,... 



Then she connects the dots to show what is happening with defects on the jobs her team is 

doing. 



This is what her chart looks like... 



Cap/ Body Defect Chart 



10.0% 
9.5% 
9.0% 
8.5% 
8.0% 



7 
7 
6 
6 
5 
5 



5% 
0% 
5% 
0% 
5% 
0% 



4.5%' 
4.0% 



3 
3 
2 
2 
1 
1 



5% 
0% 
5% 
0% 
5% 
0% 



0.5% 
0.0% 



Then, for each type 
of defect, she aoas 
every row across, 
then puts the total 
*in th^ column along 
the right side of 
the page. 

Note the charts on 
the next pages. She 
started the totals, 
you can finish them. 



'date BUIL' 
'hps job 
build qty 
re j. total 
percentage 

CASTING — 



P.N. 




CAP/BODY P.N. 




H 


Ill 1 


fO* ^ . K)-[^ . 










!7 * • 1 














JOLf ! lOOO 








■ ♦ * . > ^ . ' 1 




^ \ ^ i 

\ 1 1 1 


1 


1 1 




1 1 1 




,''?^\ •"?> i 


1 


1 ,,.J 




1 1 1 



POROSITY 
CRACKS/PIT 
FLASH 

LINES/LEvT 
DBCAL SURF 
DEFECT LEG 
PLATING 



rrr 



7 — r 



BARE SPOTS 
PEELING 
BUFF/MAT 
BUFF/DULL 
RWK PLTNG 
BARE DIAL 
PAINT 







/ 




1 X 


1 








1 2 


i 










/ i 1 j 1 ! 1 




3 1 


1 i y 1 1 1 i ^ 


1 1 


i 1 1 1 1 1 1 1 



•BARE SPOTS 
I ROUGH ' 
CARD BOARD I 
ENT 



rT~r 



I / 



i 



HE 



I DENT/FIT 
I DENT/COS 
i! SCRATCHES 
HACHINING- 



I I 



I 



{OUT/ROUND 
I NOT MACH [ 

BAD SPUD - 
'NO PINHOLE'. 

LETTERS i 



Z 



CAf/BODY DEFECT CKAf?T 



10. 
o 

o 

^ • 

8 . 
8 . 

1 . 
7 . 
6. 
6 . 
5. 
5. 
4 . 
4 . 
3 . 

3 . 

n 

^ * 

2 . 
1. 
1 . 
0. 
0, 



0%- 

O'-b- 
5%- 
0^- 
5%- 

5%- 
0%- 
5%- 
0%- 
5%- 
0%- 
5%- 
0%- 

0%- 

5%- 

5%- 
0%- 



■er|c 
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'UA^r &C* y^rjsf 4 :v&mXV#« .<r*^rvr\^ 



m •% 



PARENT ITEM P.N. 



CAP/BODY P.N. 



H 



4 



Idate built 

MPS JOB 
BUILD QTY 
RE J. TOTAL 

percentage 

Casting 

porosity 
cracks/pit 
plash 

lines/lett 
oecal surf 

DEFECT LEG 

i>LATING 

BARE SPOTS 
PEELING 
BUFF/MAT 
BUFF/DULL 
RWK PLTNG 
BA!XE DI.IlL 
^>AINT 







1 b:^- 1 
















:iooo 




_a_ 


\o 1 




i 1 


. . 1 




n> \ 


1 1 1 1 1 \ 1 



BARE SPOTS 
ROUGH 

CARD BOARD 
£>ENT 



3ZZ 



1 \ 



i / 



1 DENT/FIT 
J DENT/COS 
T. SCRATCHES 

ikACHINING- 



l 



OUT/ROUND 
NOT MACH 
BAD SPUD - 
NO PINHOLE^ 
LETTERS ^ 



CAP/BODY DEFECT CHART 



.0 . Q%- 



9 . 5' 



Q 

8 . 
8 . 
7 . 
7 . 
6 . 
6 . 
5 . 
5. 
A . 
4 . 
3 . 

•3 

2 . 
2. 
1. 
1. 
0. 
0. 



0?o- 

5%- 

5%' 

5%- 

5%- 

5%- 

5%- 
0%- 



214 



0^ 


1 




1 / i 


1 / 1 3 1 
























( 




7- 






































/ J 






— h- 




/ 




























( 1 










/ 






/ 


' 1 


/ 














i i ;i 






1 








/ 


1 




1 






1 i 


Z 1 1 




1 


Q i / i ! 1 ] 





1 




1 1 


1 ,^ ! 


: i / 1 




1 


1 


. 3 - 


1 i 


1 \ 1 




1 6 


1 


1 j 


i 1 


1 1 J 



-T 

CUOt: I TOTAL 



«J0 



!i 

I 2 

1 -Q. 



! I 

i 100 H 

:i2o !- 



r 
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Running Totals 

I^mcna^^^T^ Reached 



Cutting Tools need to be serviced after reaching the "tool limit" When planning a 
job. Phyllis checks the broach (a cutting tool) record to sec if she can finish the job 
before exceeding the "tool limit" 



Look at the Record on the next page... 
This how she figures if she can run the job: 



First she looks for the row on the broach record that shows her when the tool 
was last sharpened. 

Next she checks the "tool limit" and the amount she plans to run on this job. 

Now. she adds the tool limit number to the running total that was listed the 
last time the broach (tool) was sharpened. 

Then she takes that total and subtracts the current (last entry) running total 



If this answer is less than the amount she needs to run for her job, she will 
reach the tool limit before the job is done. 



The broach team can inspect the broach and determine if it is wise to exceed 
the limit If not they will ne A to replace the broach in order to finish the 
job. 



Phyllis is planning to run a job for 3150 parts. See how she figures it on the next 
page. 

2lb 



INDIVIDUAL BROACH RECORD 


TOOCNO. 


DASH NO. 

-> 


DATE OF MFC. 


MANUFACTURER 


ORIGINAL TOOTH 
THICKNESS 


•fiRIEF DESCRIPTION 


LOCATION^ 
CAB# ^ 


MATE! 


^lAL 


CARD NO. 


LENGTH OF 
CUT 


FORCE REQ'O.- 

Les. 


MAX. PRESSURE 
READING 

LIMIT - 
)00 


DRAWER # 

5- 


• 


% 




- TOOL 
7( 



DATE 


SHIFT 


EMP. 
NO. 


SET 
UP 


PART 
NO. 


MFG. 
NO. 


NO. PCS. 
RUN 


RUNNING 
TOTAL 




— 















.. . 
















\ 




















z 












f?%' 






I 





















1 




















2 






fill 






10751 








1 




















2 




















I 


11 1 




Or 






/SIS'! 










/ 


U 

^^^^ 




i523 




Vol 









Here's how she figures it... 

The broach was last sharpened at 8756. 

She adds 7000, (the tool limit) to 8756 
to get 15756. 

She subtracts the current running total 
(13682) from 15756 and gets 2074. 



8756 
•t- 7000 
15756 

15756 
• 13682 
• 2074 



This tells her she can only run 2074 of the 3150 she needs to 
run before she reaches the tool limit. She knows that she'll need 
to contact the tool department during the run so they can check the 
broach. 



Ieric 



On the following two pages are more broach records... 
figure out if you will hit the tool limit: on the first tool 
you will want to run 2000 pes. one the second one, 14 50. 
Which one(s) will exceed the tool limit? 



2 in 



iKini\/ini 1 Ai RDHAPH Rprinpin 


TOOL NO. 

nn\ 


OASH NO. 


DATE OF MFG. 


MANUFACTURER 


ORIGINAL TOOTH 
THICKNESS 


SRIEF DESCRIPTION 


LOCATION ^ 
CAB# ^ 


MATE 


RIAL 


CARD NO. 


LENGTH OF 
CUT 


FORCE REQ'O.- 
LBS. 


MAX. PRESSURE 
READING 

LIWilT - 
300 


DRAWER # _ 








- TOOL 
7( 


DATE 


SHIFT 


EMP. 
NO. 


SET 
UP 


PART 
NO. 


MFG. 
NO. 


NO. PCS. 
RUN 


RUNNING 
TOTAL 


n Cii A 0 I/O 
























1 












m7ot) 








\ 








S6tC3 


SI/. 










I 


'^'! 








s 

437 


I47733 








z 




?^ 




ciqa77 




WW 






2-17 


2 




















Z 




















i 

1 




















1 










43 










/ 
































• 












































• * 










































































































































































































0 1 





EMC 2 FORM 2564 



INDIVIDUAL BROACH RECORD 


TOOL NO. 

» 


DASH NO. 


DATE OF MFG. 


MANUFACTURER 


ORIGINALTOOTH 
THICKNESS 


'BRIEF DESCRIPTION 


LOG/ 
CAB 


moN 

# 


MATE 


niAL 


CARD NO. 


LENGTH OF 
CUT 


FORCE REQ'O.- 
LBS. 


MAX. PRESSURE 
READING 

UWilT - 
WO 


DRAWER # 








- TOOL 


DATE 


SHIFT 


EMP. 
NO. 


SET 
UP 


PART 
NO. 


MFG. 
NO. 


NO. PCS. 
RUN 


RUNNING 
TOTAL 


REMARKS 




/ 




r» 
L 








• 1^"^ A- 






_H — 


{ 

1 






fCDul 




ILL 












/ 1 


















\ 


/ ' ir 










^ J ^" 








1 


61 1 












1 




9 in 




U 








1 1 7 










1 








(p . (.<. f 










.> • k 


1 

1 


^ 1 






bUh / 


!?'J7 


















/ 1 "J <(--) 


f 10 








3-/4 


2 








Kp\ LX: ( 


t7 "7 
/ 










1 




• 






/7n 
















'7^ (Viz 




31 J) 
















































1 
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will neeS/® starting a new job and is checking the materials to see what she 



Problem: The job material list shows that Mary needs 

235 EA- of hem number 0002592900, See REQ-QTY on the list. 



nZM NUMBER 


ITCM DESailPTON 


UM 


REQ-QTi' 


CMP 
TVP 


ISS 

cn. 


0001333000 


REMOTE CONTROL ASSV.12FT 


EA 


235 


S 


2 


0002155400 


DRUH GROUP. S/16X80 WR 


EA 


235 


s 


1 


O0Q2S92900 


C0NTR0L,WN.12VDC4 SOL 


EA 


235 


s 


1 


0009520800 


GEAR RING ARGENT 


EA 


235 


s 


1 



♦K^ ^♦^^i. Status Bv Item screen shows how many are "on hand" or "OH " f OH is on hand in 

... i the stock room, an -FS" would Indicate the material Is availabie from floo^r stock) . ^ 

Mary checks the screen to see If there are enough of these parts on hand,.. 



S7KSINQ 

•- STOCK STATUS BY ITEM ••• 
llcm Number 0002592900 DetaS Option: 

D««c: CONTROL WN 12Vr>r, 4 SOI u/M: EA 117 /OH 

T**^ Planner SC 

RcptMbcVES 




r 



• See the next page to see how she works it out. 



Mary works it out... 



She knows that she needs... 
She knows that there are...(-) 



to do the job. (QTY-REQ). 
on hand (OH) in stock. 
to back order. 



If there are more OH (on hand) than QTY-REQ (for the job), she won't even subtract, 
she knows she has enough. 



Mary can double check her calculation. 

She takes the number to order... 

She adds the number OH (on hand)... '+ 

She comes up with the QTY-REQ (how much she needs).. = 



If the material is on hand (OH), she can get it from the stock room and it will not need 
to be back ordered. 



220 



Jack Is starting a new job and is checking the materials to see what he will need. 



fllS^JiB.'^' M!^^ material list shows that [lack needs 

129 EA. of Kern number 0001383100. See piEQ-QTY on the list. 



L: 



ITEM NUMBER 


nG4 DESCRIPTION 


UM 


REQW 


CMP 
TYP 


ISS 
GIL 


0001382700 


RING.RETA1NING (RS.168) 


! ^ 


129 


s 


2 


0001383100 


BUSHINCDRUHNYLON 


• EA 


129 


s 


2 


0002S92900 


CONraOL,WN.12VDC4 SOL 


'. EA 


129 


s 


1 


0009S20800 


GEAR RING ARGENT 


EA 


129 


s 


1 



> r««nrT^P3c5l^ ^^^^^^^ ^.y. tom scTeen shows how many are 'on hand" or "OH." ( OH is on hand in 
3 stools room, an "FS" wo'jid indicate the material is available from floor stock) . 

acl< c'leclts the screen to see if there are enough of these parts on hand... 



smsiNQ 

— STOCK STATUS BY ITEM — 
Itor Number 0001383100 Detail Option: 

Dctc: BUSHING DRUM NVLQN U/M: EA 85/FS 2S/0H 

T«ct Planner EC 

Rcpt Mbe YK 




I lA/i/l 

%li^&JS.%f^ PPrfSvO^ this part? If so, how many will 

roSi^lnw JEiS^Jl^ ifS) anajiovv mu(^ will he neecr to request from stock? (OH) 

vvill any need to be backordered? If so. how much for this order? 



r 



Mark is starting a new job and is checking the materials to see what he will need. 



Problem: ,The job material list shows that Mark needs 

325 EA. of hem number 0001382700. See REQ-QIY on the list 



ITEM NUf4BER 


riEM DESGRIPHON 


UM 


REQ-QTY 


CMP 
TYP 


ISS 
CTL 


00013S2700 


RINCRETAINING (RS.168) 


EA 


325 


S 


2 


OOQ21S&400 


DRUM CROUP, S/16X80 WR 


EA 


32S 


s 


1 


0002592900 


CX}(imOUWN.12VDC4 SOL 


EA 


325 


s 


1 


0O09S208OO 


GEAR RING ARGENT 


EA 


325 


s 


1 



The Stock Status By Item screen shows how many are "on hand" or "OH." ( OH Is on hand In'ft)^ 
. Stock room, an "FS" would indicate the material is available from floor stock) . 

Kktk checks the screen to see If thera are enough of these parts on hand... 



STKSINQ 

••• STOCK STATUS BY HEM ••• 
Item Number. 0001382700 Dctafl Option: 

D«c; RING.RETAININGmS.168< U/M: EA 300/FS 200/OH 

Ttxt Planner. §C 

RcDt Mbc YES 



- k/i/' 

LiJfJ'j5i?1P^ fTi9''®,mare of this part? If so. .how many will ^ / 

C*mefrorn fbor stock (FS) 9nd Row much will he need to reqimf i from stock? (OH) l^i 1 1 
any need to be ba6kordered? If so, how much for this o7c - 1-? ^ ' 



1 o 

'ERIC 
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Jack is starting a new job and is checking the materials to see what he will need. 



EiSiirf^SylJl'owj""^*^ J"?*erlal Is needed for Item number 
00D9520800 and see tf there wlil be enough. 



nEM NUMBER 


ITEMDESCRIPIION 


UM 


REQW 


CMP 
TYP 


ISS 
CTL 


0001382700 


RING.RETAINING (RS.168) 


EA 


1S5 


S 


2 


0001383100 


BUSHINGJ3RUM.NY1J0N 


EA 


155 


s 


2 


0002592900 


CONTR01,WN.12VDC.4 SOL 


EA 


155 


s 


1 


0009S20800 


GEAR RING ARGENT 


EA 


155 


s 


1 



^♦^ L, J^® Status By item screen shows how many are "on hand" or "OH." ( OH is on hand In 
stock room, an "FS" would indicate the material is available from floor stock) . v n "«»nu 



^checl<s the screen to see if there are enough of these parts on hand... 



STKSINQ 



' STOCK STATUS BY rTEM ••• 



Item Number 0009520800 
Doc: GEAR RING ARGENT 
Toct 



DctAa Option: 
U/M: EA 125 /FS 22SA3H 

Planner SC 

RcptMbc YES 



•'^£o,2®*?ilr^5''® i!PPrrix°^ t!3'^parl? tf so, how many will Cor^^^ • , 

^ j^J!PJS.l}?9^ if^^F'QJlo^ much will he neecrto request from stock? (OH) 
. any need to be badkordered? If so, how much for this order? ' 

" much will be left in OH after he gets the material he needs? 



Calculate the Fractional Dimensions 



Work these problems together in class. Use the print on the next 
page to solve the problems. 



1 . Suppose you need to Inspect this part. You are told to make sure the 
bracket is the right length beteen point A and point B. 

How far is it from point A to B? (within 3/16ths of an inch). 



2. How far should it be from point A to the outer edge of the large hole 
(point G) ? (Hint: from the middle of the hole to the edge of the bracket 
is shown as U R, or a radius of l^s inches). 



3. What distance should it be from the middle of hole E to the edge 
(point F)? 



4. How far from the middle of hole E to the edge (point H)? 





ERIC 



/OR REC/IMSP m OMI y 

on usno rc-q i4 o '- , J-.^.'- ■• -rfD 

■'""-l''''i'u;.,.;,i,-03t3 




,4 



6N lt \ \ 



Vi/AHM-DELLEVIE-.V STDS, 

nCMOVE ALL UUnO; .010 MAX. C/H 
UNLESS OTHCnwiSC NOTUOi FINISH \f 



ANCLC5 2: !• 

TOLj .00 - ± .010 .000 - ^ .003 F«ACTlON3 ± 1/04 



^JAt;: ^^^^ ^7/ 


CCALC / ^2 


NtlXY ACO'Y 


DHAWN DY ^ ^ 


CH'KO 


APJ^'O 



/// 

Of I 



TITLC 



PORTLAND, OP»uOOH £71102 



no, K.- -^T, 



734 



Figure Out the Fractions... 



The Shipping Box shown on the print is used for nnany products. The print 
shows four ways to pack the box for different sizes of inner boxes. Use the print and 
your skill with fractions to solve the these problems. 



1) The packing for M35 and M37 (see "A" on the print) shows three boxes laid 4 1/2" 
across and one laid 5 1/8" across. The shipping box is 18 1/2" across (inside 
dimension, see top of print). Will these boxes fit into the shipping box packed this 
way? 



1 



'2) The packing for M10, Mil... (see "B" on the print) allows a space (FILL) in the 
center of the shipping box. Marketing wants to send a promo package along with the 
orders. The package is currently in a box that is 2" wide, 10" long and 10" high. Will 
this box fit in this fill space? If not, what size of a box would? 



' 3) The packing for M9 and MU (look at "C" on the print) allows some space across 
the length. How much room is left after loading the inner boxes in? 

i 
t 



1 



Shipping Box Problems 



4) With the box loaded with M5 or M7 boxes (see "D" on the print), How much room 
is left at either end of the box? (length and width). 



6) A freight trailer has some space available for shipping some of these boxes. The 
space 28 feet long and 7 feet across. You will not be stacking these so the height is 
not a problem. How many shipping boxes will fit in this trailer space? (Check the 
outside dimensions on the print, use length = 18 11/16" and width = 10 3/8") Hint: 
drawing a picture may help. 
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■More Conversions to Deci&als to Solve Measureaent Problems. 



- Why? 



Layout ana Box neasurenents will be in fractions. Figuring out how you can 
use a box or area will require to multiply or divide measureaents. 

If you reaeaber the rules for nultiplying and dividing fractions, it night be 
faster to worK with the neasureaents as fractions. But many workers find it 
easier to convert fractions into decimals before dividing or nultiplying. 



Convert Fractions to find out how aany parts or objects will fit in an area... 

Why? Boxes or WorK cell areas are neasured in feet, inches and fractions of 
an inch. With constant changes, you will need to help your team figure out 
problems like: "will it fit?" 

See the print "B." It's the bottom of the shipping box used for several 
different parts. 

Question: Your team has a new product that fits Into a box that is 4 3/4 
inches wide and 4 1/2 inches thick ( how long it is doesn't matter since the 
shipping box Is made to cover the top and bottom of your boxes... see the 
print). 

How aany of these boxes can you fit into the shipping box? 

The print shows that the shipping box is 18 1/2 inches long and 10 inches 
across. . 

With the longest side of your bux along the longest side of the shipping box, 
you can get 3 across with room left over... 

18 1/2 divided by 4 3/4 or 18.5 divided by 4.75« 3.89 

If you pack it this way, you could get two rows in since... 



10 divided by 4 1/2 or 10 divided by 4.5 = 2.22 

So you could get six in the whole box... (look at the print and picture; three 
in a row along the 18 1/2 inch side, and two rows ). 

Is there a better way to pack it? 

Try 'the short side (4 1/2) along the long «3ide of the shipping box. 

18.5 divided by 4.5 = 4.111 , so four could go in this way.. 



You can now get (10 divided by 4.75= 2.105) two rows in with 4 in each row, 
so you will get 8 into the shipping box this way. 

How many if your box is 3 3/4 inch by 4 1/4 ? 

How many if your box is 5 3/8 inch by 3 1/4 ? , 



***************** 
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Help each other solve these problems. 

Work in class using rulers or gages provided. 

1. These bars roust be 1.25" long with a tolerance of +/- .125" 

How long can a bar be, and still be in tolerance 
(acceptable)? How Short? 

Measure and circle the bars that are not in tolerance... 




2. What percent defective do you have with the sample of bars 
above? 



3. If a part can be .393" in diameter +/- .003", how large can the 
diameter be and still be in tolerance (acceptable)? 

How small can it be? 

4. You measure ten of these parts (from question #3) and get these 
measures. . . 

.392 .389 .394 .390 .393 .398 .396 

.391 .393 .395 

How many must be rejected? what % defective would you 

have? 

5. The length of a bar must be 2.2250" +/- .005" Circle the ones 
that are not in tolerance... 

2.2211 2.2191 2.2201 2.2310 2.2299 



nrietric (Tladness. . . 



A "meter" is a little longer than a yard... it's 39.37 inches while a yard is 36 inches. 



Meters are the standard for the "Metric" system. Metrics are used in most other countries 
Instead of feet and inches. 



A yard might lool< lil<e this.... 
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Each foot has 12 inches, so 3 feet mal<es one yard. 
A meter is more Wke this... 
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it takes 1CXX) 'millimeters' or 'mm' to make a meter. 

Millimeters are much smaller than inches so they are good for precise measurement With millimeters 
and meters, you never have fractions of an inch, it's always decimals. 

For example... One inch equals 25.4 mm (millimeters).., 

0 1/2 1 

One Inch = '''' ' ''' i 



0 12iiua 25.4 

25.4 mm = 'I I I II I I I I I I I I I I I 

And... One mm = .039370 inch 

(Its very small, compared to 
an inch.) 



To change a metric 
measure into ; a decimal 
inch, just multiply the 
ii'Ti by .03937 



Making Millimeters (mm) into Inches 

* One inch is equal to 25.4 mm and one mm is equal to .039370 of an inch. 

* If you have a gear that should have an inside diameter of 25.4 mm, how many 
inches is this diameter? 

* You can turn a Millimeter, (mm) into decimal inches so you can measure them with 
your micrometer or calipers. Here's how... 

Suppose the gear should have an inside diameter of 26 mm . If you multiply that by 
.03937, you gel exactly 1.02362 inches, or just ever of.e Inch. Since ft takes 25.4 mm lO 
make an inch, It makes sense that 26 mm is slightly more than one Inch. 

Convert the Dimensions on the Print for a Korean Hub. 
See the print on the next page. 



V Overall ;lehgth :i:^^^ 2 ; S5inm 3;.;03 9 370 - 
Widtii of. groove: 'Z 1 . SBnun ,x 7p2 9370 = 
.,..;piameter.(.le 38 ..lOmmlx . 039370 = 



Suppose you measure the overall length and get 1 .292" . Will this be "in tolerance?" 

Check the tolerance by changing the inches to mm. 

You can change inches to mm by reversing the steps above. Just divide the Inches by .03937 
to find out how many mm you have. 



Now you compare this to the spec, which is 
32.55mm 1 0.12 . 

( 1 0.12 is the tolerance for all these ) 

Is the overall length in tolerance? 

(It should be no longer than 32.67mm) 



ti . 



. . . ^ ■ 

: r Charige 1292 inches to mm... 

1.292 + .039370 = ' mm 




31.03 
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Figuring the Control limit for the 
P-Chart (% defect chart) . 



Control limits are to be drawn across the charts so the team can see, when the percentage defective is 
i^sualk^hffi To nSire o5 wherS the control limit should be drawn, Jeni wi l work 
fcrmulas determine the typical percentage of defects, then set a point that indicates when a high percentage Is 
"untypical" and needs immediate attention. 

Jerr! will use a comoletedP-ChartipJ^^^ control limit for the next chart. 
She uses a calculator with a square root furicuon. 



with out even 
in case she 



The formulas look a little confusing at first, but Jeni has worked them enough she could do it wit 
booking at the formulM!^ She is careful to take i?one step at a time and double cliecks her work just i 
ehier^ something wrong onto the calculator. 

First, she needs to figure the average percentage of defects they had 
or all the jobs on the last chart. 

This is called p , or p bar. This is the formula... 



Total defective 
p « X 100 

Total units built 



, Using every job on the sheet, she adds up the total defective, the total 
i^uilt and (iivides'^the total defective by the total built. She multiplies this 
by 100 to make it a per^^^ P bar'^is the average percentage defective. 

Then, she needs to figure "h , or n bar. This^ average nui^er built on 
•each job? She goes to the last chart and adds up the total number built and 
counts the total number of ^obs. She divides to get n bar: 



total 


number 


built 


total 


number 


of jobs 



■ 1^ To figure the control limit, she needs to know s . This represents the standard deviahpn. That s just a 
Technical way of showing the typical amount of variation there is in, the percentage of defects. This number is used 
so that the control limit wiU show the team when a very "untypical" number of defects are found. 



Jerri will add 3s (3 x s) to "p and this will be .the upper control 
limit. The lower control limit is not important since zero percent 
defective is not a problem. 



On the next page, Jerri will figure out s using a formula. Then she 
will add it to p bar to get the control limit. 
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The fonoula to get s , so she can >find the control limit is.. 





r - '" 
/ p (i-p) 


S = mm 






V n 



Jerri always figures what is inside the parenthesis first, so she 

figures (l-p) . Then, she multiplies this by p . Now, she can 

divide this answer by n. Now, she needs to get the square root of 
this number so she uses the square root key on the calculator. 



Now, Jerri add 3s (3 x s) to p and gets the control limit, 



p + 3s « UCL 



Use the p-chart dated 7-18 to find the control limit to use on the chart 
dated 10-23. Remember to use all the jobs on the chart to get the totals fcr 
p bar and n bar. 



f 



Total number defective: 
Total units built: 



(total across the chart, all jobs) 



# defective 

(p « X 100 ) 

# built 



n - 



# built 

(n « ) 

i of 3obs 



s « 



(use formula at top of 
this page) 



UCL - 



( p + 3s ) 



Draw a line for the limit on chart dated 10-23. { Rnd the value on the chart that is the same as UCL, then 
draw your control limit line from left to right across the page. Now, when the percentage defective is higher than 
this amount, the team knows that the number of defects is unusually high and action will be taken to detennine and 
correct the problem. 

For more practice, use the chart dated 10-^ to figure control limits for a new chart. You always use 
previous charts to figure control limits for new charts. 
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Using addition, subtraction and division 
to fill out a Statistical Control Chart. 



Pat is charting dial torque. She takes a sample of 5 every 
hour (as specified in the process sheets) , and tests the torque on 
these five. 

She writes the amount of torque (in pounds) for each hub 
tested in a column that looks like this... 
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Finding the "Sum." 




Then she adds up all the torque readings in that column and 
j enters the total in the box at the bottom. . The row is titled 
'—"sum." This is the "sum" total of the torque for the hub dials she 
tested. For this set, ^7.© • 



********** 



Finding the "Average" 



Then she finds out the "Average" dial torque measured for this 
sample of hubs. She divides the sum by the number of dials in her 
sample. She enters this, the average, in the box under the sum. 



********** 



Finding the "Range" 



The range is the difference between the highest reading and 
the lowest. The highest torque was 11.0 pounds and the lowest was 
.0 pounds, she takes 11.0 and subtracts 8.0 and gets three for the 
range. She enters this in the box under the average. — 
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Charting the Average and Range on the Statistical 



Control Chart. 



Notice Pat's chart on the opposite page. 



On the chart that Pat is working on, the average was set at 
10.5. This means that 10.5 is at the middle of the scale along the 
right column of the chart. 

Each mark up and down the scale is half pound difference. The 
scale starts at 7.0 at the bottom and goes up to 14.0 at the top. 

Across the bottom of the page is another chart for the range. 
It doesn't have an average set at the middle. It goes from 0 to 8. 

Pat needs to plot the average on the top chart and the range 
on the bottom one. 

After Pat figures the average and the range, she "charts" the 
average by marking a spot on the scale under the column of numbers 
for the sample she just did. 

The spot is below her numbers and across from the point on the 
scale that indicates how high or low the average was. 

As she works, she will take a sample of 5 hubs every two hours 
and check them. Each time, she figures the sum, average and range 
and writes in the numbers. 

*********** 

Then she always enters a mark below the numbers that is across 
from the point on the scale that is equal to the average for that 
sample of hubs. 



At the bottom of the page, another chart is for charting the 
range. She looks at the scale for it (in the right lower corner of 
the page) and marks the range for each sample. 



Notice how Pat connects the marks on each chart so she can see 
when the average or range are beginning to get out of line or out 
of "control." 
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Chart the average and range on 
the Statistical Control Chart. 
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Pat Measures the torque on 5 hubs 
and writes in the readings in the 5 
boxes . 



In the 6th box, she figures the sun 
by adding up all five readings. 



'Below that, she enters the average 
that she figured by dividing the sum 
by the number in the sample (always 
5). 



Now she enters the range in the next 
box. She got this by taking the 
highest reading (11*'0) and 
subtracting the lowest (8.5}* 



She finds the point on the Average 
scale that equals or closest to the 
average she got for this sample of 
hubs. 

She marks a spot on the line below 
the rest of her numbers, and across 
from the point on the scale that 
equals her average for the sample. 



She finds the point on the range 
scale for her range and marks a spot 
on the line for it. 



Then she connects the marks so she 
can see if the average and range are 
staying in line or in "control." 
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If the lines show a trend heading 
too high up or down, she notifies 
the other team members and they 
figure out where the problem is. 
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AVERAGE AND RANGE 
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Using Formulas to figure the Control limits on the 
Statistical control Charts. 



On the Control Charts, Sar^di uses a hi-lite per) to mark the !'cor)trol limits** for the 
average and for the range. 

These help the team see when the average or the range may be getting out of 
control, Sandi figures out where these tines should go by using the numbers from the last 
chart and working some formulas. She also works the fom^ulas to find out what average 
(number) should be at the middle of the average scale on the new chart. 

The formulas that Sandi uses look complicated because thev have special letters and 
statistical symbols in them. All the^f really are is several addition, subtraction and division 



Any time Sandi sees a letter or symbol, she knows that she will find a number to take 
its place in the formula. She won't calculate any letters... so she doesn't let it bother her. 

If you take your time and double check your calculations, you shouldn't have any 
trouble finding these numbers. 

Always remember this about formulas: take them one step at a time. 



problems. 



Most formulas use a fraction, like this... 



X = 



sum (total) of averages = 



number of samples = 




This formula works like this... 



1 top part of the fraction by 
a 



for X (the average of all the averages) . 
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Formulas also Mse parentheses ( ) . This just means that you 
should work the calculation inside of the parentheses first, before 
you work any other parts of the formula... 



UCLx « X+(A X R) 



mm 

Sandi will figure out what numbers to use for X , A and R, 

then she will use them to work out the problem. She does the part 

in parentheses first, A x R , then she will add that to X to 
find out what UCLx is (the upper control limit on the average) . 

The formulas are cosy after some practice. The hardest part Is adding up alot of numbers 
to find out what numbers are used to replace the tetters or symbo/s. 



The first thing Sandi does is find the value for X . This is the "average of the averages." 
She will use this number in her formulas, and she wUl use it as the middle point on the average 
scale of the new chart 

An X indicates a number that is an average, /ffce the average torque of dials tested on 5 
hubs. The word "mean" also is used to indicate the average. 

An X indicates a number that is an average of several averages. 

To get the average for a sample, you added up all five readings or measurements, then took 
that total and divided it by 5, the number of measurements you had. That gave you average torque 
for the sample. 

To get the average of averages or X , you add up all the averages and that total is called 
the "sum" (or total) of averages, then you divide that by the number of samples that you have. 

Sandi totaled up the Sum of Averages from the last chart (see charts on following pages), 
and got a total 448.7 . She divides this by 30 since there are 30 samples (subgroups) on the charL 

Her formula work out like this... 



= Sum of Averages « 448.7 



number of samples = 30 



So X = 448.7 divided by 30 = 14.96, the average of averages. 

She uses this number in her formulas and as the mid point for 
the average scale on the new chart. 



«4n ^^"^L Sandi wants to find the average of the ranges, or R. She 
will need this to work out the formulas for the control limits. 

She uses this formula.... 



sum (total) of the ranges 
number of samples (subgroups) 



the ch«,.r''^n.J^^^ formula, she adds up all the range numbers from 
the chart. This gives her the "sum of the ranges." 

^If 4.**^''^^®® 3°' ""^er of samples (or 

on'mi^Sl^ chlr?s")?'^' ^^'^^^ usually^o sjmples 

i™ Now, sandi is ready to work the formulas to find the upper and 

iiS Li^^ii^^ • u^^" figured and drawn in on ?he 

S?«h V4 • show the team when a sample's average is too 

high or low and indicate that there is a quality problem to check 

These are the formulas... 











UCLX « 


X + 


(A 


X R) 


LCLx = 


X - 


(A 


X R) 



She does the (A x R) fir^, it will be the same for both Jormulas. She gets a number 
for A from the box in the upper left hand comer of the chart She atoys has a sample size 
of 5, so A is alwaifs .557 for these charts, (see the box on the chart). 

-She got 1.53 for R so she multiplies 1.53 by .557 and gets ,88. 

-Now, she adds this (like the first formula shows) to X to get UCLx. 

-She subtrads the .88 from X to get LCU (see the second formula). 

The upper control limit is 15.84 and the lower limit is 14.08 

Now she can draw lines across the average chart to show where the control limits are. 
problem^ "^""^ °' ^^""^ ^"""'"^ ^^''^ ^^^'^ ^^i' ° 

Now, Sandi does another formula to find the control limit for the range chart. 
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CNC: Getting the Big Picture 1- i'^'''^''^''-'!^^^ ( 



VJarn'a Machines are usually equipped with Coaputerlzed Numeric Controls or ^.yiv. 
CNC. This is a tool that helps the operator aaKe very precise adjustnents and 
worx the parts as needed to he in specification. 

The Bachine works by noving the "tool," (the bit or part that will actually 
cut the metal) left or right and towards or away from the operator. 

These mcves bring the tool in to the metal that is turning. A "program" tells 
the machine how far to move and m which directions. With the program, the 
machine can "automatically" move the cutting tool in towards the metal (a gear 
or some other part). 

To keep it Simple (even though it seems confusing at first), the machine uses 
a number line system with two lines. One line, called "Z," measures the moves 
a tool is making from left to right (or right to left on some machines). Th« 
other line is called "X", it measures the moves the tool makes toward or away 
from the operator, operators that use CNC say it's easier if you picture the 
X and Z lines like this... 



1. 



The metal is^ere- 



♦X 

The cutting tool starts-here- 
and moves m to cut 
1 1 1 1 1 l +Z or shape the metal 



-X 



(some machines are different! but the idea is the same) 



i Any time the tool is moving to the left, it is moving toward -Z, to the 
right, it is going toward ♦Z. 

! 

[ Any time the tool is moving toward you, it is moving toward -X and if it going 
away from you, it is moving toward +X. 

« 

The operator needs to change how far the tool will go in either dlrertion. 
She (or he) does this by making an "offset." Because of the wearing out of 
the tool, or changes m the programs, the operator will make an offset so the 
tool moves m and makes the right cut. 

The amount of the change is figured by measuring the first part that is 
machined (or cut) and finding out how close it is to specifications. 

If it is not in specification, the operator makes the offset to compensate 
for how far off it is. Maybe the Outside Diameter (OD) is too large. The 
tool needs to come in and cut a little more off. Or maybe the OD la too 
small, the tool is coming in too close so it needs to be adjusted or "offset." 
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WarnMath/CNC nuobers/ in-class problem. 



Problent A tool is soving in too far on a piece of netal and needs to be 
adjusted. By novlng in so far, the diameter of the metal, m this case a 
ring gear, is too saall. too much is being cut off. 



Skills to Apply: Find the difference between the specified diameter and the 
fliaoeter that actually is cut. Then adjust the machine to account for that 
difference. This skill involves adding or subtracting positive and negative 
decimal numbers. Then, you can adjust the machine's program by changing an 
"offset" to change the amount of movement. 



Problem Solving Steps: Kevin checked the outside diameter of the ring gear 
and found it to be 7.418 inches. The specification requires it to be 7.420 
(plus or minus .ecl of an inch). 



Kevin wants to change the movement of the tool so that the diameter is 
larger by .802 of an inch, on a round piece of metal, if the tool movement is 
changed by .eei of an inch, the result will be a change m diameter of the 
metal of .002 of an inch. This is because the tool cuts off (OR LEAVES on 
,001 Of an inch as Kevin wants) as the metal is turning. The result is .001 
of an inch is cut off both sides, so when the diameter is checked, a total 
Change of .002 has resulted. 



Kevin's machine allows him to enter a change of .002 and the computer in the 
machine will split the amount in half to cut off .001 as the machine is 
turning the metal. All he needs to do is figure what the diameter is and what 
it should be, and find the difference so he can adjust. 



He takes it off and measures it across: 



Outside Diameter is too small 




(The tool moves toward Kevin along "X" toward the "-X" . When it moves in too 
far, it will take off too much metal. Kevin wants to change the program with 
an "offset" of .002" . Then, the tool will not go quite as far.) 

Looking at the gear sideways, as it sits in the machine: 



He measures the outside diameter and it's 7. 4 IB inches. This is not within 
the .001 inch tolerance, so he will adjust the machine. He figures that 
18 is 2 less than twenty (he ignores the 7.4 inches and just works with the 
thousandths of an inch) so he wants to change the tool movement by .002 
of an inch. The tool moves toward him on the "x" axis so he pushes the x 
button and adds .002" . 



This causes the tool to stop at a point that is not quite as far on the 
negative X axis (-X) so less metal is taken off the gear. This will leave a 
larger diameter. Kevin expects the diameter to be right about 7.420 " 



♦X 4 



Tool Movement 



00 is 7.418 
spec: 7.420 
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WarnHath/CNC numbers/ problems 



Problem: When the gear, or other metal worK is measured and it is not within 
the specified tolerance range, the machine operator maKes an "offset" liKe 
Kevin did for the diameter on the last page. 

Each Offset number relates to a command in the program. By giving an offset 
ox X : .002 (Or e.002e as the machine sees it), when the program sees offset 
number 21 (see below), it will change how far it moves from X toward -X. On 
Kevin's machine, the offsets are at Zero until he maKes a change. The display 
on the machine looks like this... 



wear Offset 


X 


Z 


21 


0.0020 


0.0000 


22 


0.0000 


0.0000 



(Wear Offset is also called "assignable") 

He selects number 21 since this offset controls the diameter of his ring gear. 
He enters an X * .002 and "offsets" the program so the machine will not 
go as far on X. 

Since the tool movement that cuts down the diameter is toward -X, a positive 
offset will change (by reducing) the distance the tool moves toward -X. 



Skills to Apply: Finding the difference between what the machine is cutting 
and what the specifications call for. Then adjusting X ( Z is covered later) 
to offset the tool so that the part is cut to specification. 

Problem Solving steps: 

( Suppose Kevin measured the gear and this time the diameter was 7.423 " Now 
what should he do? 

[ This time his problem is that the tool is not coming far enough on X toward 

-X. So he can get it come farther by pushing the -X button and entering .003 . 

1 Now the display will look like this 



Wear 


X 


z 


21 


-0.0030 


0.0000 


22 


0.0000 


0.0000 



For "Z", the tool is moving from right to left (or left to right on some 
machines) . 



Kevin finds that the tool does not come far enough to the left, or towards -Z. 
He can increase how far it comes by pushing the -Z and entering a number. 
After measuring a part, he sees that the tool should come over about .0500 " 
farther to take off the metal all thp way across. He does this and the 
display now looks like this... 




Wear 


X 


Z 


21 


-0 . 0030 


- 0.0500 


22 


0.0000 


0 . 0000 



or; J 



Offaet problems: 



1. Your aachine is going too far to the left ( toward -Z ) and cuts a groove 
that is .225 deep on the part. The spec calls for the groove to be .222 " 
deep. What would your offset be? The program will recognize this as offset 
#6. Write it in on the "display... 



Wear /Assignable 






Offset 


X 


Z 


04 


0.0000 


0.0010 


05 


-0.0021 


0.0000 


06 


0.0000 


? 



2. You check the inside diameter of a gear and find that it is 2.8785" The 
spec calls for it to be 2.880 4/- .203" . Do you need to adjust? 

3. Later, you check again and find that the inside diameter is now 2.8715". 
How much of an offset should you make' ( the tool needs to move farther 
toward +X in order to increase the inside diameter on this part. ) Write in 
the display, for offset # 34 . 



♦X 



-X 



Wear/Assignable 






Offset 


X 


Z 


33 


0. 0050 


0.0010 


34 


? 


0.0030 


35 


0.0022 


0.0000 



4. Your machine gets a new tool and it will cut a gear's outside diameter down 
to 4.3345 " You need a diameter of 4.310 " . The tool needs to come farther 
down toward -X . What would the offset be? ( the offset number is #3 ). 



♦X 



-mi 



-X 



Wear/Assignable 






Offset 


X 


Z 


05 


? 


0.0010 


06 


0.0000 


0.0035 


07 


0.0012 


0.0000 



5. You want your tool to come farther to the left so it will cut off .002 " 
of the outside diameter. You measure the gear and figure that the tool needs 
to come left .0500 to cut off across the whole gear. Enter the correct 
offset as Offset number 6. 



Wear/Assignable 






Offset 


X 


Z 


05 


0.0000 


0.0060 


06 


0.0020 


? 


07 


0.0012 


0.0000 



Looun? Down on a Nacnise operation, X la back and forth, Z ia across 
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s 

4 

3 4- 



-2 



2 
1 



-1 

-2 
-3 
-4 - 
-5 

-6 .. 



-X 



C75 




■V 



1) Mark a point where X= 1 and Z= 1. 

where X« -1 and Z- 3. 
where X= 5 and 2= -3.5 

2) What is 3 4^4 ? (looK at the Z or X lines...) 



1 ? .9 



3) What is -2 •»■ -1 ? 4) What is -5 divided 




■^5 



5) If a tool is at X« -4 andTS^ 2, and you chang e the position 
by adding -.50 to and subtracting .25 from X, where will the 
tool be? (look at the lines). 





Loolcing Down on a Macnine operation, X is bacK and forth, z is across 



i 



6 
5 
4 

d 

2 



-z 



-6 -5 -4 -3 -2 -I 



-1 .. 
-2 -. 
-3 .. 
-4 
-5 
-6 

-X 



♦2 




1. What is 6.0021 * -.2345? 

2. Add -1.0091 to 3.3350: 

3. What is -1.2050 X 3 ? 



4. What Is -5.5000 divided hy -2.0 (thlnJt about this one):. 



CURRICULUM 
OCS 

COMPUTER BASICS 



♦ 



o 



1991: OCS, TLC: This programmed note package was developed for exclusive use of 
Oregon Cutting Systems. The development was funded by Grants from the US Dept. of 
Labor and US Dept. of Education along with funds from Clackamas Community College. 



Some Introductoiy Comments, 



The goal of the class, 



A few requests and guidelines... 
You must ask questions... 
About your notes... 
Do it again, and again... 
The need for patience... 



What want your ideas and suggestions 



I Cutting Through: The Cbinputer Iiiside and Out 



Use these sheets to take notes... 

First we'll look at the computer, inside and out. 

This is an older computer, but all the parts are much like the new ones. 

Several areas you want to look at... 

1. Input: 

2. Output: 

3. Processing: 

4. Storage: 
Other comments: 

(In a litUe while, we'll come back and discuss all these words in more deuil, bui whenever you have a question, go ahead and ask!) 



I What Happens When You Turn it On? 
1. It (the computer,) looks for instructions... 
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2. It tries to find the instructions stored in a "File" somewhere. 



3. It finds the instructions and "loads" them into "memory".. 



4. These "instructions" are called "DOS"... 



5. "DOS" needs instructions from you, or from a "program"... 



6. All "PC's", use DOS. Many PCs are set up or "configured" so that you rton't need to 
know "DOS." 



Other Comments: 
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Let*s Turn on the 
Computer... 



Several things can go wrong when you try to "start up the system"... 

But» nothing serious. Short of dropping or throwing the machine, you cannot hurt it. 

Just Two Rules to remember when turning a computer on and o£f... 

» Remove any "floppy disks" before turning a machine on or off. 

i» After you turn a computer off, let it "slow down" for a few seconds before 
turning it back on again. 

Now, Let's turn them on... 

Some things to check if you have a problem... 

1. Is everything plugged in? 

2. Is the "power strip" or box turned on... look for a red or yellow lighted switch. 

3. Are the monitor, printer or any other "Peripherals" turned on? 

What you see on the computer screen next depends on how that particular computer has 
been "set up" or "configured." 




What does it mean? 

Applications/Progrants 
Backup 

Boot/Booiing/ReBoot 

BityBytes(& Megabytes) 

Charaaer 

Compatible 

Command/Prompt 

Configure 

CPU/Processor 

Data-Processing 

Disk Drive 

Disk/Diskette 

DOS 
Format 



Now, Let*s talk about, all these words 
we've been hearing so much.« 

Files 

Filenames 

Fixed Disk (Hard Disk) 
Hardware vs. Software 
Load/Loading/Run 
Memory 

Operating System 
Output 
RAM/HIOM 
Stand-Alone 
Text/Numedcal Data 
Word Wrap 
Mega-Herte (MHz) 



Discussion of Applications: 

What Can You Do With a Computer? 



Let's talk about things you or I may want to use a computer for... 
"Word Processing" (it can chop up words) 

"Spreadsheets" (no, it can't make your beds, but your numbers will line up nice) 
"DataBase" (File Cabinets, without the mess) 

"Statistics/Graphics Packages" (for you quality folks, tell it and show it "like it is.") 

"Household Applications" (no more checkbook errors?, track investments, schedules...) 

'Tutorials" (Learn about nearly anything, typing with Mavis or...) 

"Programming Languages" (When you have a special job that no other software can do) 

o 
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Getting Around on the Keyboard 




Let's look at the Keyboard. 



"Alphanumeric Keys"... 



"Cursor Keys"... 



"Editing Keys".. 



"Function Keys"... 



"Hard Keys/Lock Keys"... 
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Let's Talk about Programs and"Input" 



Unfortunately, nearly every program (or type of software) has it's own way of getting input 
from the "user" (that's you) . 



It would be nice if we could say "anytime you want to 'exit' a program just..." 

There is no standard for "input." So you need to leam about the different ways some 
programs will want you to input your "commands." 



Well look at two ways of dealing with the programs... 

1) Menus: 

a) making a choice... 

b) several ways to make a choice... 

c) menus in a menu... 

2) Function Keys and Combinations of Keys: 

a) The F keys... 

b) Combinations of keys... 

c) Problems with fast or fat fingers... 



Let*s Practice "Input" with a Word Processor. 



We*re Going to "load" Professional Write (also caUed "Pro Write"). 



Then we're going to "type" or "edit" a "document." 



This will give you a chance to see how a program gets "input" from you, the user. 



Once you've selected Pro Write off the "network's" Main Menu, create this document, 
(the instPictor will walk you through this). 




'j'campuupr- ecime fcfiot meets ywr need^^ VoaW. jem flnd.tef^ at 
pes., J^ow, on *Cutthtg Edg^ by shcBtp&iing pour adU» in computers. Check the buVetin boards 
'^r a 9ci\edute: coiwm starting soori, ' 



'.vlv.v.v.x-v.V 
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To center a title Line 




To move around... 



To delete "frontwards"... 



To delete "backwards"... 



To insert a letter or word... 



To delete a letter or word... 



To make a tab at the beginning of a paragraph... 



To start a new paragraph or line, 



To lock the "caps' 



ti 



To make a word "Boldface' 




To check spelling, 



To 



'save" and "exit". 



Other things to remember. 
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What about 



What they are... 
When to "save"... 
What to call it (the "filename" and "file extension"...) 

Where to Save 

When you are going to "Exit"... 

Some different strategies... 

Updating: ♦ 

Several Versions: 

The Key: Thinking it through 
What can go wrong... 

The computer takes you literally... 

^71 



,y .y.'i-.y.v.v.v.;. 



........ v..%w.'>vi«>:-- 



We're going to "load" and "run" Lotus 123. 



This software (program) is great for working with numbers... 

We're going to work on the expense sheet you see on the page below... 
The spreadsheet will do all the math for us.,. 

The instructor will walk you through each step. Then, we will go back over it. 




r> «-t 9 
*- ♦ <^ 

^ On the next page, we'll look at some of the steps used in working on spreadsheets. 
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spreadsheets; Common Keys vtad $te|3» 
to WcirJdng With the Numbets^» 



Note: Most Spreadsheets use the same type of "commands" and procedures to 
"input" information. The major differences will be in how they look on the screen and 
several ways they use to "say the same thing..." 



TTie Worksheet Layout.^ 



> Once you are in the program (after the initial screen, you may need to "hit any 
key to continue") you have a blank sheet with a frame across the top and right sides... 



Across the top or bottom are some "options" or commands... 
As you type in numbers, words or formulas, what you type will show up at the 
top of the screen. Then when you hit "enter," it will go in the "cell" that is 
"highlighted" with your cursor. Numbers and words you see, formulas are 
"hidden;' - 

A B C D E F G H I J K 



1 {the top left cell is called "Al," next to it is 

2 Bl and below it is A2.. 
3 

4 

5 this "x" «■ X is in D5. Somewhere, way off to the 

6 lower Right is a cell called FZ999, (after Z, the 

7 columns are AA, AB... and so on... depending on how 

8 large the program is.} 
9 



More on Spreadsheets: Common Keys 
and Steps to Working With the 
Numbers... 



Getting where you want to go... 



Putting the numbers in... 



Putting in the words, titles or labels. 



Putting in Formulas so you don't have to do as much work. 



Some "Rules" 



Thinking it through 



Getting at the "Commands"... 



Saving your work... 
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Finding and getting your work back... 



There's Always Helpl 



Some things to remember when you start to work with computers... 



Don't spend long periods of time on one problem. It may not be your fault. 



Get Help... 



Get Help from the program... 
In Pro Write: 
In Lotus: 

In other programs: 
Get Help from the Manual (they are difficult but necessary)... 
Where to look and what to get: 

How to use the thing without reading more than ever wanted to know. 



Get Help from your Local Experts (they are eager to help you). 
Who to call... 
Waen to call... 

Other Resources and options... 



Other Topics and Things to 
Remember... 



Keeping it all straight... 



Some typical problems... 



Recognizing Screens and looking at prompts.. 



Housekeeping... 
Deleting... 



Disk Space Management... 



Consideration for others... 



Courtesy, Honesty and Safety... 



Beg, Borrow or...? 
Avoiding Viruses... 



Thinking of Buying? 

Look at your needs: 
Find someone to help: 



What to do Next? 



Think about these questions... 



What can I use a computer for... 
at work: 



at home: 



What I really need to know how to do is... 



I could start by... 



Taking classes on then: 



Seeing a demonstration on: 



Reading more about: 



Talking to about: 



Be sure to turn in a course evaluation. Thanks for giving your time and energy for this 
class! 

ERIC 

"~" 277 




Im, Apple facing Microsoft's brave new world 

r^"^ ^ — ies of Windows in the 1 



a ypeir^R H.tEWis 

Maw YQfk Tlm$ N«w$ S«(vlc» 

SAN JOSE, Calif. — The con- 
tract wai a foot thick, indicating 
th« Goroploxlty of the deal signed 
eaiU«r this month by Apple Com- 
puter Inc. and the International 
Business Machines Corp. 

Reduced to essentials, Apple and 
IBM have agreed that they roust 
join forces If they are to salvage 
any raeanlnj^ul role In the person- 
al-computer industry of the 21st 

centunf. 

The two biggest PC makers 
vowed tb work together to develop 
. a gonerttion of powerful business 
,'komputert and an operating sys- 
■ tem for Uiem. They hope to be done 
by the mid-19908 - meaning It will 
be years before the main results of 
jthe alliance are evident, If the 
(J effort does not collapse under Its 
,1 O ght before then. 
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PERSONAL COMPUTERS 



Apple and IBM virtually have 
nothing In common except a chal- 
lenge: keeping Microsoft Corp. at 
bay and shifting the power center 
of the Industry away from software 
and back to hardware. It is a pro- 
found and fundamental struggle. 

"Unless both companies, IBM In 
particular, embark now on a five- 
year campaign to sink the armada 
of clones, they will never make a 
profit again In desktop computing," 
said Richard Shaffer, editor and 
publisher of Technologic, an 
Industry newsletter. "They have to 
do something to restore profitabili- 
ty in the box business." 

The key. many in the industry 
believe. Is to wrest power from 
, Microsoft. The Redmond. Wash., 
company wrote the operating soft- 
ware that controls more than 50 



million personal computers. These 
machines usually are known as 
IBM compatibles, but a more 
accurate name would be Microsoft 
DOS or Microsoft Windows com- 
patibles. 

When businesses go shopping, 
their flrst criterion for computers 
is that the machines must be capa- 
ble of running the software already 
in us? at 'he office. Companies 
invest far ' re money in software, 
software development and training 
than they do in the hardware that 
runs it. And DOS and Windows 
have become the standards for 
business computing. I 

' Boldly defying former partner 
IBM, which had sUked Its ftiture 
on the OS/2 operating system, 
Microsoft has sold millions of cop- 



ies of Windows in the last year. 
Apple, with iU Macintosh operat- 
ing system, and IBM. with OS/2, 
are committed to a difl^erent path. 

Once a company decides on the 
software, the hardware that riins it 
becomes a commodity. Apple s Ma- 
cintoshes cannot run Windows; so 
Macintosh Is shut out of the main- 
stream as long as Microsoft rules 
the market. 

IBM's PS/2 computers can run 
Windows, but IBM has not been 
able to demonstrate that Its com- 
puters are superior to rival 
machines that cost less. In other 
words, software - Microsoft s In 
particular — controls IBM's fate. 

"Microsoft has won" the battle 
for control of the Industry, Jona- 
Uian Seybold. president of Seybo d 
Seminars Inc.. said at the Seybold 
Conference on Desktop Publishing, 
held here early this month. , ,^ 
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; PERSONAL COMPUTER BY LIAb^NO TECHNOLOGY 

IBM COMPATIBLK 
[• 1 Mb RAM (exptndtbia to 4 Mb) • 1 .2 Mb and 1 .44 Mb 
{floppy dlik drlvts • 40 Mb IDE hard diak driva (28 ma) • 

lli^lT 11!£2'*"J'°* "lonllor • 12 MHz 266. 



AND LOTUH WORKfl 



PERSONAL COMPUTIR' 
by LEADING TECHNOLOGY 
IBM COMPATIBLS | , 
• 1 Mb RAM (•ipandtbl* to • Mb) • li 
Mb tnd 1.44 Mb Hoppy tfltc drfv* » 4n 
Mb IDE hard diM drive (21 im)* i ,; , 
,14SaV~14-colofV<JArtoolto» • 
•1tMHi3868X *i|\i\«JL^t 

LOTUgWORKt l*<t9W 



PERSONAL comntnmi^} 

^ . IBMCOMPATIBLM '. 

••JMb RAM -U 8 Floppy .iWlJ-J V 
Floppy .lOd Mb HM<dOr<v«.14S1V^r»l ' 
VQA color monttor.iaMHi 346191' .:; ' •^ 

MODIH.MOUtrf . $40Cle^ 
AHVf*lllDOt IO«73 - 



by LEADINQ TCCHN 
lauCOMPATW 

• hwaaa'-ox. as Mm^si 

«MKB,CACH«.T.«m4ry|A 
h|p*tM|^OnoUMbMf 



rjfci MO.. 

LOTUfl WON 

WIN00W8 




Er|c best copy AVAILABl r 



r 



..... .....^ ^ 






w If 
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Only ,$27«rttooUi ^ 

1158V Monitor $247 

1 i fVlnrVOA l>inplHy 



1458V Monitor $247 

14" Color VGA 6i«play 



1451V Monitor $257 

H* Color VGA DUpJay ' i,:^ 



< ) C 'J 



ERIC BEST COPY AVAILABLE 



regon's Largest Hyundai Dealer, 
WlllA/olBeUndersoldP 

;UPER-286E Plus System 



AST COMPUTERS \ 



LEADING EDGE^^ 



CLEARANCE!! 





/OA OMor monitor 
SflNiKxilhWtrranty 
[UQli9«rylc« ' 




Bravo 486/25 Bundle 

Neariy f jy/cfl as fas t as a 386/3 3 

aiyiB RAM(Exf)and«bl« 

to 16 MB) 
AST HI-Rm Super VGA 
} -.Color Monitor . • p 
l.tt Mog Floppy 
80MBHD 
Microsoft Mouif 
Windows 3.0 ^ij- 

^3993 UoddKIB 



AST PremiunfExec^ 

^«386S}C/20MHz Notebook ! 

Only7lbs.l 
Paper-white VGA 
2 Meg RAM 
20 Meg HD 
3.5" FD 

^2595 

(Alio40indeOMig HO) 



AFFORDABLE 386 POWBRI 

Model D3/SX 
VGA System 

• d86SX/16MHi! 

• 1 Meg RAM 
• 40MeoHardDlil( 

• VGA Video Card 
VGA Mono Monitor 

• Microsoft Woffci 
20-monU) Warranty 

• MS-DOS 3.3 




' Visit the 

"Clearance Corner'' 

at oiir Southeast Store! 



Monitors 
from M9II 




^995 



■ i 




Model D3/33 

• 386/33MH2 

• 2MeanAM 

• 40MepHardDlsl( 
•d2KCMhoiltemory 

• VGA Video Card 

• VGA Mono Monitor 
•20-inontti Warranty 

• MS-DOS 4.01 




Printers 
from '90!! 




LEADING EDGE' 

o0oaii0o r 4» o o m co rn pony 

«1895 




Computers 
from «350!! 



Hoithmtonihm§p(oM$lhlh$$miM 
ntKm fluoTt k MiML »• Mri mMl or b§ti Ul 




"J LEADING TECHNOLOGY , 



Keyboards from MO!! 




a PANASONIC 



regon's UrQoli! Pahasonlf;'^i:|| 



Thi$Kentdotmttrix 
11 internal fonia 
300cpl 
Full carnage 

M69 



(MtoaAulormti 



Would You Buy a 
Computer From a 
\j^mltura$tor$? 

^M^av$$lOOt ' 




iiiinf. 




'16MHz 386SX 
1MB RAM 
> 1.2 & 1.44 flopplei 
• 40 Meg Herd Drive 
14" VGA Monitor 



$1295 



NETWORKS 



waWt to connect 
' computers? 

V OmnlTek offers 
sales and 
'GOLDtH support for 

networks. 
Call for Dotails. 




HIGH-PERFORMANQE LAPTOP PCs 



lEW! 



iotebook-Size Willi 
Built-in Hard Drive 

MS-DOS tod DMhMait^ 
S«rtwara l^.tudtd 
#40K. Ciptndabit lo 1.64MB 
•utttlnaOMBHtrd Orlvt 
I)0htwal9hl-Only I o (bi. 

Tindy KOq i<0. A 
iruly ^oriabla (only 
12 2 A 10 k 1 7") PC 
'npcwlt. )^oii:<as (ncluda • bufM* 
M/d Cf^% wMh MS-DOS tor ;urv 

Jlodiy'i moti popular pfograma. 
liocs m« 1SO0 HO comai wilh 
tonwara and tht 
ikMaia Graphical Uiar IniarlKa* 
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Set 20MB, 286 Performance 
In a PC-Compatible Laptop 

Ull. A buiH m 20M6 hard oxvt lali vou ace.ii rvk. 




CO 

flC 45 Mb Hard Drive 
<^ 1.2 or 1.4 floppy disk. 1 MEG 
0^ RAM. VGA monitor, 
^ 2S/iP/1G.101keyboard.16 
g bit VGA card. 

H 286-12 «955 

286-20 ^1 015 

M095 
M327 



^ 386 3X-16. 
386SX-20 

O 



COMPLETE SYSTEMS 

89 Mb Hard Drive 

2 MEG RAM, 1.2 or 1.44 
floppy, VGA monitor. 
2S/1P/1G.101 keyboard. 16 
bit VGA card. 

50/ Complete 
7O0FF Systems 

Nai VaM Wiut Other Olscoums 
.10% OFF All Parts 



10357 SW Canyon Rd. " 
Beaverton. OR 97005 

643-2079 

FAX 643-2350 u?tun ui 

124 Mb Hard Drive 

4 MEG RAM. 1.2 or 1.44 
floppy, VGA monitor, 16 bl 
VGA card. 2S/1P/1G, 101 
keyboard. 

386-25 *1 495 

386-33 ^1 820' 

486-25 ^2401.. 



'2726; 



m 



BASIC SYSTEMS 



_ Include: 

TZ: 1MbRAM.t2orl.44lloooy.l06 
^ ooniRMrMrd.2S/lP/1Gpons,tOI 

lwylMM.24hourbunHn.lMV 
jr*; knMMMnrvyonpwiAlabor.f^ 
111; ciMrwig«vtry6mor««torayw. 

•"1286-12 «399 

O 2^6-20 M25 

II386SX-16 »566 

;^i386SX-20 «634 

. 386-25 »755 
^lij 386-33.. «936 



a]486-25 



•••••••••i 



> -- 



— M520 



BAREBONE SYSTEMS 



Com. poww supply arto mottwrtXMVd: 



286-12 «177 

286-20 «199 

386 SX.16 «342 

386SX-20 M09 

386-25 »530 

386-33 »639 

486-25 »1296 

486-33 »1f 



MOTHERBOARD PARTS 



286-20 «120 

386 SX.16 «265 

386SX-20..... »325 

386-25 »450 

386-33 »560 

486-2 5 1150 

Tower ....... »1 55 



Baby Tower »85 



24008 Modem.;. 
Floppy Disk AT-xr 

Controller 

GenimS-Buttoa 
MotiSi 



.•27"! 



iVitlow At 
asterTech 




.MHz 

;16MHz 

" MHz 

'64K Cache. 



.$369 
..$549 
..$749 
$1599 



Slock North of Canyon 
^Boad in Beaverton 

ERJC 



UpOrad* 

43 MB Hard Drive $209 

89 MB Hard Drive $359 

110 MB Hard Drive $409 

200 MB Hard Drive . $749 

! f^'q. RAM |65 

1.4 -. F LOPPY. $69 

f'liti^lJlaiJilUJilllJLJJ.iir.'nri 




MFMConlroiierH/F.JjJSf 
IOECoatratlerH/F.^l2PJ 
Roppy nriita yf\\ 

MattiCo.(287-10)_:^ 
MattiCo.(387-2S)^^8 
MadiCo.(387-33).....J337 
r<4athCo.(387u-1Il-Ji3tj 



PRICE EXFLOSION!!! 



<tf our hi^ NATIONAL 
buitMM tqIum «tf i« ftbic te oOer our 



lowest system prices everl 

286-12 $695 
386SX-16 $845 
386SX-20 $895 

Super VQA (t«umjioon|300 
Stindard VQA mm $200 
105MB Hard Drive $195 



SUPERVGA 

28 dot pitch 
a 25MHz CPU. 42MB Hard (3riv 

□ IMS RAM. exp.to 16MB 

a 14" Super VGA Color Monito 

□ 16 Bit VGA Ca^. 512K VRAM 

□ 1.2 MB Rojapy Drive 

□ Serial/ ParBiiel/ Game Ports 

Umitei 
Time!! 



386^25 



$1295.^ 




486-33 ISA 

□SUPER VQA. 4|ylB RAM 

□120MBHardOrivfl.1lffli 

□64KCad)«ifip.lo2S$K 

«2995."<' 



386-33MH2 

Power U«er Syeten 
s«nwM386-2S SUPER VGA. M 

04UBRAII,1JANDUflopo< 
□105 MB Hard Ohv«, 19m; 
□64K C«Ch«, txp. to 128K 

$1895.«« 



S1Hc6ig84^uaiity;'Service, l^d^ 






Alpha Computers -itnc>^ 

^Beaverton • Lake Oswego . ^ 




3iost.c6mpetkive prices 
5*/,:Sn HP p^Ucfil 



• . ' ■ .< 



eJULY MS-DOS CL vSSES 



»» ..Y 



T^^Most affordable HP LaserJet printer - •• 

T^-Wide. range of HP EaserJet software . : .C 
and font support . . 



T>Publication-q;iiality "output 
Ti^Fast, 4-ppm printing- ^V; f- 

Connecting Poihf : 333' 

COMPUTIB aNTOS- 

What HEWLETT 
mL'nM PACKARD ' 

Autborix (f4' Dia Itr" •'' 

• Kniae Meadows • • - >^ A L H rl/L- 
15150 SW Banw Road ^ f 
Lake Oawego, OR 97035 ;:r^ 
(603)620-7000 . " 



Advanced JLotoB 1 
Begiiiidng WordPei^ct 
< Latrodaction to P 
Beginning Windo 
Beginning Lotus 
Intro to DOS & 
Excel for Windo^ t 
Intermediate 
Advanced Wo 
Word for WindogM I 
Intermediate LSba-lzaAf ;;^til7:19 
Beginning Pax^oz jm f;/July 22 

M<Mt elmtMHB noBOroBi MfBUn. -4^ pjn^ 
call Alpha's tralalBC dcMVMnt at 620-7000 



July 1 
^uly2,18 
, uly 3 
Julys 
July9-' 
July 10,13 
July n - 
'erfeA July 12 
lect C July 16 



July 17 





JHC 



AIdfi& CoiSuters 
is the on^Apne^ authorized 
TraimngrCeW^ WOregonI 

Mm 

•^'^Om TbwnMhuare 
116%fiV^9Werton*fin^ Hwy. 
f/^^yWD, OW005 




It's a COiVIPLETE System! 
Look At What You Get: 

• 16 MHz. 32-Bit 386SX 
Processor 

• 1 Full Megabyte of RAM 

• 40-Megabyte Hard Disk 

1.2MB Syr Floppy Drive 

1.44MB 3'// Disk Drive 

14" 640x480 VGA Color 
Monitor (.31 Dot Pitch) 

16-Bit VGA Card With 
2S6KofRAM 

1 Parallel Port/2 Serial 
Ports/ 1 Mouse Port 

1 01 -Key Extended Keyboard 

MS DOS 3.31 and GW-BASIC 

Exclusive 'Plain English' 
OAK Manual 

Toll-Free Technical Support 
FREE 1 Year On-Site Service 





(i 



It's nwtutionatYcomputing powtf. Plus, with optional Windows 3.0. you can use stvtnl programs at once. 
HenI musing Windows. NEW WorJfor Windows. NEW QuattroPro 3.0 and the Random HouiEncychpedia. 

386SX Corporate 
Give-away? 

i^'S!!nI*RnnJ^°'^°'''^ ^'"l^^jon/ To build the BSR br9nd name in 
ti^^^Lin '^"y of computers) DAK has 

nutSr ^ jL^^ ^° fL''n^J^^ PJ'^" 9f f^'^ ^^^^^ LOADED 386SX com- 

vv/fijoi/f $149 Windows 3.0. $495 Word for 

^TAr.^^u?'^^^^^?"^"? ^ ^"f- "° fold^^ '<iouldn 't offer 
JSfo^^cv -^o. until I hear otherwise. 

^J^^^^^^^^fPJP^'^^ powerhouse is yours for a price-shattering $ 1.399 
^li^Ji" vvrfA»oi/f adding the 3 proarams mentioned above (PLUS 17 
f.]!!f..I°P P'^lf^^/f^f^ programs AND a 3'button mouse) for an incredible 
bonus price that has the computer industry reeling. 



ERIC 



By Drew Kaplan 
Smash high computer pices! Othc name- 
brand 386SX computers comparable to this 
one (complete with a full niey of RAM 
40MB hard drive, both SV*" and 3«/i- disk 
drives and a true .31 dot pitch 14' color 
VGA monitor), sell for $1,999 to $2,499. 

But, thanks to a special promotion aimed 
at corporate America, you can grab this 
fully loaded BSR 386SX computer system 
for as much as $1,100 less! ^ 



Plus, you can also grab a breakthrough 
software package containing $ 1 49 Windows 
3.0, the newest $495 Word for Windows, the 
newest $495 Quattro I'ro 3.0 and 1 7 other 
powerful name-brand programs (a $3,683 
total value) foran industry-shocking $399. 

But, forget prices for a moment. It's the 
quality and dependability of this inaedible 
386SX computer that's really Important 

SUPERIOR 386SX PERFORMANCE 

If $ fast. Really fast. Yoti'll rocket thro«inh 



workatablinc 
386SX miaop 
sive 32-bit chu 
like 286 compt 
twice the info 

But, blindir 
story. You see, 
memory capac 
RAM barrier t^ 
by powerfully 

You see, wit 
gram like Mi( 
unleash all the 
ofthiscomput 
8 megs) of hie 

Just wait till 
world of 32-b 
speed and me 
beyond theab 

You can actx 
programs at \\ 
puter users ca 
you can tran! 
forth between 
were using on* 

li'sincredibi 
your word pre 
and back insta 
using yourwoi 
JIBTLO^ 

Ifs loaded, 
was specially c 



Plus, Look At All You Can 
Get For Just $399 

[E'$149 Windows 3.0 
$495 Word for Windows 
$495 Quattro Pro 3.0 

IE' $495 GEM Artline 
$249 Reflex 2.0 

0*$ 99 Adobe Type Manager 

13'$ 99 Grammatik Windows 

$ 59 Microsoft Productivity 
Pack 

B* $11 9 Random House 
Encyclopedia 

$299 GEM Graph 

(S'$ 59 Key SalesLetters 

0'$ 59 Key BusinessLetters 

E* $249 Key FormOesigner Plus 

B'$ 49KeyFormPac 

\Sr$ 59WordFinder 

\Sr $245 KeyMailer 2000 

0*$ 99 Key Dictionary 

\3'$ 69 Keyboard/Keypad 
Trainer 

@'$ 69 PC USA 

@'$ 69 PC Globe 

(9'$ 99 BSR 3-Button Mouse 



... . .t^SLM. 



Look At A// You Can Get With 
Your BSR 386SX Computer 



. plete arsenal full of work-annihilating in- 
dustrial features at your fingertips. 

14" VGA Monitor (Standard). With its 
phenomenal 640 x 480 (.31 dot pitch), 
slide-like resolution, this easy-on-the-eyes. 
non-glare 14* color VGA monitor is the 
most brilliant I've ever seen. Just wait till 
you see its patette of 256.000 colors. 

Note: Utely I've been seeing 'bargain' 
computers with VGA monitors that areonly 
.42 or .51 dot pitch. Don't be misled. 

.42 and .51 dot pitch monitors cost a lot 
less than the .3 1 dot pitch color VGA moniior 
that you getwith this BSR 386SX computer. 
Plus, their resolution is fuzzy, hard on your 
eyes and noticeably inferior. Always insist 
on a .31 dot pitch monitor. 

40-Megabyte Hard Drive (Standard). 
With your super-fast. 28-millisecond. 40- 
meqabyte hard drive, you'll have the infor- 
mational storage power of over 1 10 tradi- 
tional floppy disks to save all of your work 
and programs with plenty of room to spare. 

Plus, i f you're runni ng a busi ness or si m- 
ply need all the stornge space you can get. 
you can upgrade to a colossal HO-megabyte 
hard drive for just S 199^. 

Full Megabyte of K/\M (Standard). You'll 
have plenty of power to run even the most 
massive memory-devouring programs with 
O ieinduded 1 megabyte of high-speed KAM 
ERIC '''"^' upgrade to a total of 2 

Haa^ai^abytes of RAM for virtually unlimited 



I think I've put together the greatest 
software bonus package HVF.R OFFERED in 
the history of the cornputer industry! 

Here's why. DAK is. as I write. the 'ONlY 
company authorized by Miaosort to include 
the flagship ot their line. $495 Word tor Win- 
dows, in a special bonus software package. 

It's a great compliment to both DAK and 
the BSR 3R6SX computer. But. amazing 
Word for Windows is just the beginning. 
YOU GErS3,683 WORTH OFSOFTWARE 
FOR JUST $399 

These are TOP programs. You get $ 1 49 
Windows 3.0. $495 Word for Windows. 
$495 Quattro Pro 3.0, $99 Adobe Type Man- 
ager and $249 Reflex 2.0 just to namea few! 

Plus, look at this. 1 visited my local Egg- 
head Discount Software* i>lore and Quattro 
3.0 was 'discounted' to 5399**. Word for 
Windows was $339*'. .And. Windows 3.0 
was $99»». That's a total of $839^' for just 
these 3 programs alone! 

But, YOU can get the same 3 top of-the- 
line programs above PLUS 17 other name 
brand programs PLUS a bonus BSR 3-button 
mouse for literally pennies on the dollar! 

If s a total value of $3,683. But. when you 
acquire your 386SX computer it's all yours 
for just $399. Now lef s dive in and take a 
quick look at everything you'll get in this 
amazing software bonus package. 

Windows 3.0 ($149 Value). If s the? new 
standard. Windows 3.0 has revolutionized 
computing. Before Windows, we had to 
memorize and key in complex DOS com- 
mands. Plus, we were limited to using only 
one program at a time. 

But, now thaf s all changed. With Win- 

multi-tasking power for just $79^. 

Both 5^4" AND 3»/i* Roppy Drives (Stan- 
dard). You get not one. but TWO floppy 
drives with your BSR 386SX computer. 

First, there's a 1.2MB. high-density SW 
floppy disk drive. You can store nearly 4 



COMPUTER SCAM ALERT.! 

Browse through the computer maga- 
zines and you'll find ads for 386SX com- 
puters that, on the surface, may appear 
to beat DAK'S price. 

But. if you read those ads closely, you'l I 
usually find that these so-called 386SX 
systems would be UNUSABLE if you or- 
dered them without expensive upgrades. 

Last week. I found an ad in PC Maga- 
zine offering a '386SX' for slightly less 
than DAK's price. But. when I scrutinized 
the fine print, I found that it had NO 
monitor, NO video card and NO hard 
drive. Plus, it had just one floppy drive 
and just SI2K.of RAM. 

So, whether you acquire your com- 
puter from DAK or get it somewhere 
else. ALWAYS. ALWAYS pay very close ai- 
tention to what you're RtALLY yetting 
(and what you're not) for your money. 
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times more information on a 1 .2MB floppy 
than you can on a standard 160K floppy. 

Of course, you can still use and excha nge 
360K floppies with less sophisticated com- 
puter users than yourself. 

Plus, you alsoget the laiest 1 .44MB high^;; 



Ihrtfet complex i)i ^SiOtnntattJa, \\ niJn\v> .{,() is in- 
crcilibty eusy to »v<*. Stwply ptmtt unJ duk your 
tnouseoft the program or iX)Sapphcatioti yvu Ue$ife. 

dows 3.0. your 386SX computer will be- 
come both incredibly easy to use and many, 
many times more powerful. 

In fact. Windows .vOobliCeraces the 640K 
barrier once and tor all. So you c^n i pqrade 
to 2. 4 even 8 megs of RAM. and Windows 
can use every ounce of memory. 

Plus, with Windows 3.0 you can copy 
files, format diskettes, see a directory of 
your files and run programs without even 
touching your keyboard! 

It's great! I nstead of having to memorize 
complicated DOS commands and type in 
tendon-stretching key combinations, you 
simply click a mouse on a little picture 
(called an icon) or an easy pull-down menu. 

Basically, Windows pulls all your pro- 
grams together into one big, easy-to-use 
program. And, with Windows' advanced 
memory power, you can actually mn two 
or more programs simultaneously. 

So. for example, if you're writing a letter 
(Next Page Please. .. 

density 3Vi* floppy disk drive. So you'll 
never have a compatibility problem if you 
switch floppies between your 386SX and 
the latest IBM computers or even 1.44MB 
and 720K laptop computers. 

4 Expansion Slots (Standard). With its 
4 expansion slots (3 available), your 386SX 
will grow with you. You'll have plenty of 
room to add a voice mail/fax/modem card, 
a scanner card and more. 

Serial, Parallel and Mouse Ports (Stan- 
dard). You'll have two serial ports to use 
with serial devices. You get a parallel port 
for printer hook-up. And. there's even a bus 
mouse port. (Keep reading for a great deal 
on the latest BSR 3-button bus mouse.) 

101 -Key Extended Keyboard (Stan- 
dard). Whether you 'hunt peck' or type 
90 words per rpinute. you'll really appreci- 
ate the tactile feedback of this full extended 
keyboard complete with separate arrow/ 
cursor keys. It's a jov to your fingers. 

MS DOS 3.?1 and GW-BASIC (Stan- 
dard). The latest MS DOS 3.31 obliterates 
the 32 meg hard disk .size limitat/on. So 
you can use your 40 n^eg (or optional 80 
meg) hard drive without partitions. 

Clock/Calendar with Battery Back-Up 
and More. This extraordinary IBM-corn- 
pa iblecomputer has a clock/calendar with 
battery backup, a front panel reset switch, 
80387 math co-pr<Kessor socket. 8MHz/ 
16MHz switching and much more, 
f J I Whew! That's A LOT of computer fire- 
J 1 (Next Page Please... 
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FORCE 386 SX 
20 MHZ 

• 2MBRAM 

• 130MB Hard Drive 

• 5y4'43'/4'FDD 

• Mouse 

• Modem 24001 

• 1 YrOnsite Warranty 

100 

or '68 month 



^599 



._-WEK' 
SPECIAL! 

286-BUNDLE!! 

• 1 MB n«m 

• 44MB HOO 

• VGA Cotor Monitor 
-•HiQhSpdtd 
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IHCReOIBLE 



PB286 NOTEBOOK 

• 20MBHOO SlCCl # 

• t Yf .wammy6.6i&t M WW# 

SVGA MONITOR 
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lOO 



1024 X 761 




Executive Software Inc. 

AB CONSULTING 

(503) 777-8060 




CURRICULUM 
WARN 
COMPUTER BASICS 
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1991 Warn, TLC: This programmed note package was developed for exclusive use of 
Warn Industries. The development was funded by Grants from the US Dept. of Labor and 
US Dept. of Education along with funds from Clackamas Community College 
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Before We Get Started... 

The goal of the class... 



A few suggestions and requests... 



You need to ask questions... 
About your notebook... 
Only practice makes perfect 
The need for patience... 



We want your ideas and suggestions... 



o 1) /. 



TO 



2759469 




First we'll look at the computer^ inside and out. 



This is an older computer, but all the parts work just like the 



new ones. 



Several areas we want to look at. 



1. Input; 



2. Output: 



3. Processing: 



4. Storage: 



Other comments; 



SI:X%tt/a;:tS" ^" " have 
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What Happens When You turn it On? 



1. It (the computer,) doesn't know what to do... 



2. It tries to find "operating" instructions stored in a "File" somewhere. 



3. It finds the instructions and "loads" them into "memory". 



4. These "instructions" are called "DOS".., 



5. "DOS" needs input from you, or from a "program"... 



6. All "PCs", use DOS. Many PCs are set up or "configured" so that you don't need to 
know "DOS," The Warn Network allows you to operate the PC without knowing anything 
about DOS. 



Other Comments: 



rcc.-tiD-i33<: 14J4^ hROfl HflRnONY CENTER 
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Lct*s Turn on the 
Computer^. . 



Several things can go wrong when you try to "start up the system"... 
But, nothing serious. 

Just Two Rules to remember when turning a computer on and off... 

«* Remove any "floppy disks" before turning a machine on or off. 

After you turn a computer off, let it "slow down" for a few seconds before 
turning it back on again. Don't take a disk out or put one in while turning 
the computer on or off! 

Now, Let's turn them on... 

Some things to check if you have a problem... 

1. Is everything plugged in? 

2. Is the "power strip" or box turned on... look for a red or yellow lighted switch. 

3. Are the monitor, printer or any other "Peripherals" turned on? 

,rnat you see on the computer screen next depends on how that particular computer has 
been "set up" or "configured." 

o f 1 Ci 

ERIC 
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What types of Computers and 
CompLrter Systems are Found at 
Warn? 



PC's are everywhere, but some are more than j'jst a PC... 



Terminals" are everywhere, but they are "dumb** and depend on being wired into 
"MainFrame.": 



The Network: A "Server" and many PC's that can work together... 



Some PC's are bigger and dedicated to special tasks... 



Even many of the machines have their own computers built in... 
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Now, Let's talk about all these words - 
we've been hearing so much... 



What does it mean? 



Applicaiions/Programs 
Backup 

Boot/Booting/ReBoot 

Bit/Bytes(& Megabytes) 

Character 

Compatible 

Command 

Configure 

CPU 

D^ta 

Disk Drive 

Disk/Diskette 

Density 



DOS 
Files 

FUcnamcs 

Fixed Disk (Hard Disk) 
Hardware vs. Software 
Load/Loading 
Memory 

Operating System 

Prompt 

RAM/ROM 

Siand-AJone 

Text-Numbers 



ERIC 
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Mpiscussion of Applications: 

<?;-^- ,., . , . . • 




ivj^at ckn You Do . 'With a Con 


ipuf--? 





Let's talk about things you or I may want to use a computer for... 



"Word Processing" (For Warn Letters, Usts, Reports, Memos...) 



"Spreadsheets" (Team Budgets, Calculation of any type of numbers) 



"DataBase" (File Cabinets, Client-Customer- Vendor Data, Maintenance Records... 



) 



"Statistics/Graphics Packages" (for quality tracking and charts or graphs for presentation.] 



SeduleS ^^^^^ investments, inventory, 



Tutorials" (Learn about anything^ from how to use a program to how to type faster.) 



"Programming Unguages" (If you need a custom program to do a unique job like 
mstructmg a computer to operate a Warn Machine.) ^ ^ 



ERIC 
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Getting Around on the Keyboard 




Let's look at the Keyboard. 



Typewriter Keys"... 



"Cursor Keys".. 



"Editing Keys". 



Tuiiction Keys and Combination.s whh ALT or CTRL"... 



Some of the other keys... 



3i»3 
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Let's Talk about Programs anid "Input" 



Unfortunately, nearly every program (or type of software) has it's own way of gettine inout 
from the "user" (that's yQu). ^ 

It would be nice if we could say "anytime you want to 'exit' a program just..." 

There is no standard for "input." So you need to learn about the different ways some 
programs will want you to input your "commands." 



We'll look at two ways of dealing with the programs... 

1) Menus: 

a) making a choice... 

b) several ways to make a choice... 

c) menus in a menu... 

2) Prompts and Commands 

a) The DOS prompt... 

b) Program prompts, function keys and command lines. 

c) Problems with fast fingers... 



o 

ERIC 



i'; Lct*s Practice "Input" with a Word Processor. 

We're Going to "load" Word Perfect... 

Then we're going to "type" or "edit" a "document." 

This will give you a chance to see how a program gets "input" from you, the user. 

How we load Word Perfect depends on the computers we are using. If we are on the 
"network", we will "select" Word Perfect from the Main Menu. We arc going to create this 
document and make some changes in it... 

(the instructor will walk you through this). 
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To get ir^o the program... 



To move around... 



To delete "frontwards"... 



To delete 'Taackwards"... 



To insert a letter or word... 



To delete a letter or word... 



To make a tab at the beginning of a paragraph. 
To start a new paragraph... 



To lock the "caps"... 



To make a word "Boldface",. 



To "save" and "exit"... 



To "bring up" or retrieve your work. 



Other things 10 remember... 



3 f; 
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Backup: 



Backspace: 



Carriage Return (enter key): 



Margins: 



Num Lock: 



Page Break: 



PageUp/PageDown: 



Centering: 



Delete: 



Print/Hard Copy: 



Directory: 



Save: 



Document (File/Data): 



Scroll Lock: 



Edit: 



ESCape Key: 



Other Things to Remember. 



Exit: 



Format (text): 



Format (disk): 



ERIC 
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What they are... 
When to "save"... 

What to call it (the •'filename" and "file exiension"... 
Wliere to Save... 

When you are going to "Exit"... 

^ Some different strategies... 
Updating: 

Several Versions: 

The Key: Thinking it through 
• What can go wrong... 

The computer takes you literaily... 

ERIC 



» 

We're going to "load" and "run" Lotus 123 (or a similar spreadsheet... 

This software (program) is great for working with numbers... 

We're going to work on the expense sheet you see on the page below... 
The spreadsheet will do all the math for us... 



The instructor will walk you through each step. Then, we will go back over it... 




On the next two pages, we'll look at some of the steps used in working on spreadsheets. 

k 3' IS) 
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Note: Most Spreadsheets use the same type of "comniands" and procedures to 
•input" information. The major differences will be in how they look on the screen and 
several ways they use to "say the same thing../' 



TJu Worksheet Layout, 



^ Once you are in the program (after the irtitial screen, you may need to "hit any 
key to continue") you have a blank sheet with a frame across the top and right ?ides... 



Across the top or bottom are some "options" or commands..^ " 'W'?: 
:Ai you type in numbers, words or formulas, what you type will" show up 
• top of the screen. Then when you hit "enter," it will go in the "ceU" that: is ' 
."highlighted" with your cursor. Numbers and words you see, formulas- are 
.••hidden/' 



1 

2 
3 
4 
5 
6 
7 
8 
9 



B 



H 



K 



{the top left cell is called "Al," next to it is 
Bl and below it is A2.. 



this 'Y' X is in D5. Somewhere, way off to the 

lower right is a cell called F2999, (after Z, the 
columns are AA, AB... and so on... depending on how 
large the program is.} 



More on Spreadsheets: Comcnon Keys 
and Steps to Working With the 
Numbers- 



Getting where you. want to go,.. 

Putting the numbers in... 

Putting in the words, titles or labels... 

Putting in Formulas so you don't have to do as much work... 
Some "Rules" 

Thinking it through 
Getting at the "Commands"... 
Saving your work- 
Finding and getting your work back... 

ERIC ^ * ^ 
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Other Topics 
Remember..., 



and Things to 
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Some things to remember when you start to work with 



computers. 



Don't spend long periods of time on one problem. It may not be your faulL.. 



Get Help... 



Get Help from the program... 
In Pro Write: 



In Lotus: 



In other programs: 



Get Help from the Manual (they are difficult but necessary)... 
Where to look and what to get: 

How to use the thing wirhout reading more than ever wanted to know. 

Get Help from your Local Experts (they are eager to help you)... 
Who to call... 
When to call.. 



Other Resources and options... 



3 1 3 
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Vocabulary terms for Warn Computer Basics 
386 } ' * 

386SX } Model of •processoi- in the computer.. .indicates relative speed. 
486 } 

^^pncaUons- programs, software, instructions for you to use with the computer to do typical computer 

Assembly Language- a code, using numbere. used to •program' a computer to do worfc 
AT 286} Model of "processor... AT was the name IBM used, then others picked up on it 
Autoexec. A -file' with -commands that the computer -automatically executes when you turn It on. 
Backup, make an extra copy, -just in Case* 

^^SIC a programming language: allows you to tell the computer what you want it to do. Easy(?) to 

Batch- a group of commands that are njn together to do some work. 
Batch flles.the place the batch of commands is stored on disk. 

Baud-a rate (or speed) Of information transferbetween computer and other destinations(pho^ 
Boot. Booting, Boot up. to turn on the computer and have It load the 'operating system.- 
C. Pascal-two other common programming languages, very flexible, harder to learn. 
Cache, a memory system that speeds up disk operations-Iets you find things faster. 

c^nge'Xr'' ^"9'"^^^^' '^^^ '^'^ computer to improve or 

Card-or-Board'-electronic components on a piece of plastic (card) that can be installed or removed. 
CD-A -DOS' command you use to -Change Directory 

aXIr'""' °' " ' "^^"^ ~"P"tor or 

Coi,roee«o,. Math chip-an optional piec. o, electronic hardware ,r,a, wil, spe^ up numeric osculations. 
Cow eoot-a bom when tne computer has been turned off then is turned on, 
Command-an instruction from you, or your answer to a question the oompuer program Is asking. 

Terms 1 
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command line-the place on the screen you need to 'be at* when you give the computer a command, 
Communlcatlons-the process of one computer sending or receiving information from another computer, 
Compatible-this means two or more components or programs will Vork together 

Copy-to make an Identical file on another disk, for someone else or for safe keeping. 
Copy protected-software is often 'protected' so you can't maKe copies to give to your friends. 
Crash-a general term to explain that the computer quit working or you had to turn It off. 
Cursor-the linle line or box flashing on the screen. It tells you -where you are." 

Cursor pad-or •Arrow keys- they move you around by using a left, right, up or down arrow on the 
keyboard. 

Database (OBMS)-An electronic file cabinet system, for storing, sorting and generating reports from lila* 
Information. 

Oel-short for delete... used to delete a letter, number or word: OR. to delete-erase a 'file* off the disk, 

Density-How 'dense' a disk is formatted determinas how much can be stored on it. 

Desktop publisher-A type of software that lets you create very nice documents for publishing your 

Oir-shoft for 'Directory.' 

Directory- The directory is a list of what you have stored on a disk. 

Disk drive- The part of the computer that you put your disk into so you can get or store your informatioa 
Oiskcopy- A DOS command that lets you copy everything on one disk to another disk. 
Diskspace- How much -room* you have on a disk to store or save your information. 

?.^:h'^^*°°^' ^'^^'^"^ "^^"^^ -operating Systems,' or the 'instructions, rules and 

procedures' to operate. 

Dot r^atrix Printer- prints to paper by printing tiny dots shaped into letters, numbers or symbols. 
Editing Keys (backspace. Ins).the keys you use to 'fix' your mistakes or make your work better. 
Electronic Mail System (Ef^S)-on the 'network.' a way to send and receive messages or information. 

Terms 2 
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Efase-to remove Womation from a disk, permanently. 

ExS-the temi used to describe •leaving- a prosram. or quitting your work. 

to^^odem cam. an accessor you can add that allo»s ycu to send or recede intomiation by phone 
Rle-^lace- on disk where your information is kept. A file could hold a repo«. memos or sets of 
wtoTr°"" "^^ " ' '^'^ »' =<^* »" Of it to remind you 

^M*j»n^ce- the process of making sure you delete you don', need or store them out of «,e 
raename- a name you give to your work so that the computer knows what you wan, to call it when you 
Sa.W da'tf'' »' ""P"--- For saving your 

anZw ° """"""^ 'our compu,er can read 

S-Sons- ''''' " ^2 -up .0 F,0 or F,2. g.ed ,o petform 

"womf" " ' " '0 find ou, What ,hey mean when they use 

Graphics, the computer's ability ,o make pictures, designs or animation. 

me •c'drivl*'" '^"'"^ O'ograms or large amounts of information. Also 

Hardware- a general term to describe any of the physical-elecronic components. See Software, 
m^ors^l'et.r"' '° "° ~' o- your computer (keyboards, disks, printer,. 



Terms 3 
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integrated, several computers ana\or programs th^t 'work together- by sharing information{production- 
accounting marketing) 

Interface- a box or hardware that allows two components (that would not be compatible) to work 
together. 

Joystick- an Input device common to home video game-type computers. Could work on any ccTiputer. 
Keyboard- the typewriter style input that lets you type in words, numbers etc. 
Keypad- a separate set of buttons (keys) that lets you enter numbers or special information. 
Laptop, a PC that Is small and portable, fits on your lap. 

Laser printer- the printer that fuses the leners, numbers or symbols right on to the paper for a sharp, 
clear image. 

Load, run- to start up a program, you are actually loading a copy of the program into 'memory.* 

Log in/out- you must sign in and out on most computers that are sharing information. Often a password 
is needed. 

Lotus. Symphony, Excel- 'Spreadsheet' programs that let you 'cmnch' (calculate) sets of numbers. Good 
for mat if?- 

Mainframe\HP.Wam's large computer that runs AMAPS or PowerSoft. Other computers or terminals are 
•on line' with it 

Megatjyte-A million bytes or characters of information. A measuring standard for memory and storage. 

Memory-tho area in the computer where the computer does its work. It must be able to remember data 
^ while it works. 

Menus.an easy to use method of letting you look at the screen and choose one of several different 
options. 

Milllseconds-or MS. a fraction of a second, used to rate how fast a disk drive can retrieve or save 
information. 



Modem-an accessory that allows your computer to send or get information over phone lines. 
Monitor- the screen or display. looks like a TV screen. 

Monochrome. CGA.EGA.VGA.SVGA- different types of monitors, denoting color and quality of resolution. 

Motherboard- the main section of hardware across the bottom of the inside of the computer where most 
processing occurs. 

Terms 4 
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Mouse- Input device that lets you move the cursor around the screen very quickly and make a choice 
by clicking a buRon. 

Network- a system of computers that are connected together to share programs and information. 

Non-system disk-when you leave a regular disk in the drive and turn on the computer, you will get a 
Non^ystem Disk error. 

Operating Systems- the njles, procedures and infomiation the computer needs before it can operate, 
usually called 'DOS.' 

OS/2 UNIX- Different types of 'Operating Systems' used by larger or different kinds of computers. 

Pagemaker- A desktop publishing program. Lets you design ntae pages for presentation or publication. 

Parallel- infornwtion moves faster when a device is 'parallel' in runs together along parallel circuits. See 
•Serial', 

Password- a special word or phrase that you are given or make up that allows only you to use certain 
areas on a computer. 

PC- Personal Computer, most computers that are small enough to sit on a desk are considered PC's. 
Peripherals- all the different things you hook up to a computer, printers, rrjonitors. modems, etc. 
Ptotter- a unique type of primer that uses pens and allows you to make designs or perform drafting. 
Ports, bus- the slots or connectors on the back of the computer for hooking up peripherals. 
Power switch- the on and off switch. 

Prompt«a message or symbol that indicates the computer is waiting for your input or a decision. 

RAf^.Random Access Memory.the 'Memory; or place where the computer loads information and 
programs while its working. 

Reset- usually a button on the computer that starts the computer from scratch. Use only when you really 
get stuck. 

ROfsi-Read Only Memory.-Memory that is ready and is read by the computer when it first comes on. It 
is not changeat:)|e. 

Save- to make a copy of your work on the disk. So you can come back and work on rt later as needed. 

Scanner- an accessory that allows you to 'impon" words, numbers or pictures by scanning a 'hard copy* 
(off of paper). 



Terms 5 
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Screens- a term referring to different areas in a software/program that let you do different types of things 
in the program. 

Serial* information nnoves slower, in a line sequentially as opposed to 'parallel." 

Software- Progratris and information that is changeable. As opposed to 'hardware* that stays the same. 
Spreadsheet-a type of pro9ram\software 

Standalone- refers to a computer that is able to do woj'k without being hooked to another computer. 

Subdirectory- an area in a directory for storing files that are common or related to each other. 

Terminal- a keyboard and monitor that are connected to a main computer somewhere else. Can't 
Standalone. 

Tracks. Sectors- the way a computer divides a disk up for storing information. Not a concern unless disk 
goes bad. 

Turbo- a button or hardware that makes the computer go faster. 

Tutorial- a program or book mat lets the computer teach you how to do something. 

User support- People you can call who are supposed to be able to answer any question you have about 
the programs. 

Utility- a program that lets you use your computer in a more efficient way. Many varieties of utilities. 

Ventura- like Pagefvlaker, but more extensive and powerful. Makes nice pages for presentation and 
publishing. 

1 

Warm Boot- when you restan the computer without turning it off. Usually by pushing the reset button. 

Wil icard- when you are looking for information on disk or in a search program, the • can be used to say 
•anything.' 

Windows- a program that allows you to run several programs at once and use a mouse to quickly move 
around and work. 

WordPerfect(WP)- the most well-known of the powerful word processors. All of your class materials are 
developed In WP. 

Wordprocessor-a program that lets you generate and enhance text in the form of memos. leners, reports, 
lists, notes. • 

Write protection-You move a piece of plastic at the corner of your disk, then it is 'write protected • You 
can't mess it up. 

Terms 6 
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Vj- W/7af Vbt/ -A/^ecf to^KrBw^^M: | 
ff '^Just Get By^ usin^-iipf^d 3 

•..•5 ' "• /^:-^^'-<''?^(p^^-; 

Before You Get Started.., 



■ > Know what commands are needed to "bring up" the spreadsheet program you plan 
to use. Usually you will choose it off a Menu, Sometimes you will n?ed to type in one or 
more commands to bring it up. 



(on our computers, after time and date, just type: 3 <then €nter>) 

> While spreadsheets differ, several basic commands are common to nearly all the 
major programs. When you understand these commands, you will be able to use the Help 
screens or a manual to get more specific instmctions. 



i> You should have an idea<or project when you sit down at the spreadsheet. It is 
much easier to learn how they work if you have an idea of the type of problems you need 
to solve. 



Notes: 



i 
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The Worksheet Lavout... 



t> Once you are in the program (after the initial screen, you may need to "hit any 
key to continue") you have a blanl< sheet with a frame aaoss the top and right sides... 



liAcross the top or bottom are some^'op^^^orcLtr^^^^M:^^: 
/As you type in numbers, words or formulas; what you iyp^*wii s^^^^ 
^•the top. of the screen. Then when you Hit."enter," it' will go j^^^ 
\s "highlighted" with your cursor. Numbers and words \ioursee, fofmUlS-^^^^^^ 
■^hidden."' ./.v^l^^lti ' 



1 
2 
3 
4 
5 
'6 
7 
8 
9 



B 



H: 



{the top left cell is called "Al," next to it Is' 
Bl and below it is A2... 



, s. at: y • • : V , . . * s < *v 
. , , ; ♦ ■ T^X ,'* ■ ■ * ^ i • >:■■• . ■? ; ■ V '. v^t^/' ■ ■ 

tnis X . "S" X IS in D5. Somewhere; way off tfy mp'^^^--^^^^^'-' 
lower right Is a cell called FZ999. (after ttil^;-;' ' S;|SISi^|! 

columns are AA, AB... and so on... depeiiding ori hbw'^'t'^S^ 
large the program is.}:' • ' . '■.[.-V'^i::^,-^-'^^^^^^ 



Notes: 



3.:i 
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Putting Numbers and Words into the Spreadsheet... 



.l^r.! Tuf"^^:.*?. ^^.^^^ -^^^ ^^e number, or words to go. Use 

want. 



vi.c wnere you want the numbers or words to go. 
the arrow keys, or. h,t F5 to let you "Goto" a cell when you enter the name of the cell you 



> Then just type In the number or words that you want. What you type shows ud 



How to Leave the Proaram, or go hack to DOS. 

If you have not saved your work and need to. be sure to do it before leavinq the 
spreadsheet program. For instructibns. see "Saving Your Work." 

Hit the ';SIash'' Key . / to give you a list of options. The last option is usually the "Exit" or 
Qu.t option. Move to it with the cursor and hit enter, or hit "E" for exi"7r Q for^uit) 

Notes: 
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Putting A Formula in for Calculating in the Spreadsheet.. 



0. Move your cursor to the "cell" where you want the answer to the formula or 
calculation to go. 



^ Type in the formula or calculation by putting it into parentheses ( ). You must 
have the left parenthesis as the first thing you type in or the spreadsheet will think you are 
trying to enter numbers or words. 



t> Spreadsheets can use "functions" like... @SUM(A1..A10) to calculate totals or other 
functions of numbers. For these, the "@" symbol is the first thing you type in. Then you 
use parentheses to tell it where the numbers should come from. 



> Once you have numbers in certain cells, if you want the spreadsheet to do a 
calculaUon, you refer to the ceU name in a formula... (Al + A2).. if the number in Al is 
14 and the number in A2 is 3, anywhere you have the formula: (Al + A2) , the 
spreadsheet will give you 17, or, the total of whatever numbers you may put into Al and 
A2. 



> You can. use the + and the - signs to add and subtract. Use the * symbol to 
multiply and the / symbol to divide... 

to multiply the number in Al by the number in A2: (A1*A2) 
to divide the number in Al by tt\e number in A2: (A1/A2) 

«• Note: the spreadsheet doesn't care if you use capitol or lower case letters. 
Al is the same as al and a2 is the same as A2. 



Notes: 
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Copying Celts to Save Time Entering Numbers or Formula.,. 

^^^f^gi^^ copvin. W and . ,.pnn.nt 1... 



Step 1: What "cell" to copy "From"? 



use in l^Z ceT '° """" "'"^^ °^ ^ '° 

J. Hit the "slash key"... it has the / symbol on it This brings up a list of conmands 
^iZT^ ''".r • °' ^ «>PV """mand or a~cel 

le^°°C- for- ~ """"^ *^ '° ^ ^"^ •^'"^^ - 

u,;,nf '1'" "'l,™'^ command, the spreadsheet wants to know what ceil you 

r^ed A?/ t^r; . r"'"' ^^"^ °n when you 

yoS W tfaLt it~'^- " *^ "^'^"^ '^^ *° 

CODV a We" of"'" n 'P^f.''^^'^^^' y°" to copy from, you y want to 

.^oL«,-rf " u*" '° *e spreadsheet to copy the 

information for all the cells between two points. 

u„n,»^ '^"..''u " y°" want to copy from If vou 

"t t T'\^ " to cell Bia ^ou wou d 

L«Id.hi,t ^'"^ '° "Pi- f'^"- Th« two periods let the 

spreadsheet know you want to copy everything between B3 and BIO. Then you Just enter 



Notes: 

3:4 
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Step 2: What "cell{s)" to copy "to"... 



> Now, the spreadsheet asks you what cell(s) you want to copy to. You answer the 
questions the same way as when it was asking you what cells you wanted to copy "from". 
If you want to copy to only one cell, say cell D3, you would enter D3..D3. If you wanted 
to copy to a range of cells, such as every cell from D3 to DlO, just enter D3..D10. After 
you enter the cells you want to copy to, when you hit "enter," the spreadsheet will copy 
your formulas or infonnation to those cells. 

«• Short Cut... 

When the spreadsheet wants to know which ceils to copy from and which cells to copy to, 
you can use your anrow keys to "show it" what you want. 

Instead of entering D3, move the cursor (with your an-ow keys) to D3. Then just hit "enter" 
if that is the only cell you are copying to or from. If you want to copy from or to a row 
or column of cells, move to the first cell, say D3. hit the period to "Anchor" the cursor at 
D3, then move with the arrows down to DlO or wherever you want to copy to or from. 

When you hit "enter," the spreadsheet will see the area you want to copy to or from and 
it will follow your directions. 

Notes: 
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Saving Your Work... 



t> Hit the slash / key. You will get a list of several commands and options. Choose 
the option called "Rle." Then you can choose an option called "Save" or "Store." You will 
be asked to give your Wksheet" a name. Use a ''A:" (no quotes) to start out the name, 
this win save your work on your floppy disk. Give a name no longer than eight character 
long. Don t.use a period or "extension" on the end of the name. The spreadsheet will save 
your work with this m^e. 



Retrieving Work that You have Saved, to work on some more... 

> Hit the slash / key. You will get a list of several commands and options. Choose 
the File option. Then choose Retrieve. The screen will show the worksheets that are on 
the hard drive. Since you want to find your's on the floppy drive, type in an "A:" then it 
show you a directory of the worksheets on the floppy drive. Highlight the worksheet you 
want and hit enter. This will bring you back to where you left off last on your worksheet. 

Notes: 
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How to start the program: 

O When you see the DOS prompt... 
Uke 

C:\>_ or it may have a name in the prompt: C:\USER > 
Just type in.. WP{then "enter} 

° L win o I """"" °" ^°"^P"^^^- l^^^ the number 

therwt 4^t?r^ ^""^ -highlight- with the arrow keys 



Network Menu: 

1. Word Perfect 

2. Spreadsheets 

3. Data Bases 

4. Utilities 

Enter' the number, or highlight your 
choice and hit {enter} 



runrtoT of 1,^'''''' °' WordPerfect currer,.ly 

running? On our computers just answer -no" by hitting the N. 

□ " you get a message such as "old backup copy exists...- On our computers 
you w,ll ,ust delete it by hitting the number 2 or lener 0 =°™P"'^'^ 



3J7 



Word Perfect: Notes and Reminders . 



These pages can be used as they are, or you can add your notes 
the blank pages. 

Be sure to come in and ask for assistance if any of this 
unclear. 



WordPerfect: How to get the program started. 

On the Laptops... 

1. Put your disk in first, then, from the Menu, pick choice number 2 and hit <enter>. 

2. If you get one of these questions, answer with these choices... 

"Other Copies...running?" Your Answer: No or N 
"Old Backup Copy Exists..." Your Answer: Delete or 2 

3. When you get a blank screen (except for the position numbers in the bottom right), you are 
ready to begin a new document. If you are starting from scratch, just start typing. 



On the Network... 

1. Choose F1 after the computer has been turned on and is listing the four choices (F1 is the 
choose to get on thp network). 

' 2. Enter your login name and password. The network shows you a data screen with your 

. account information, the location of your printer and lets you know if you have any mail 

1 messages. To get to your choices, just hit enter. 

3. A list of choices appears and Word Perfect is choice "0." Just highlight it and hit enter. 

< 

! On other computers... 

Usually, you can get Word Perfect by typing WP at the DOS prompt. So if you sit down at a 
different computer and you know it has Word Perfect, When you see a prompt like this... 

i • 

C:\>_ 

Just type in WP and hit < enter >. If this doesn't work, you'll need more details from someone who 
uses that computer for Word Perfect. 



Word Perfect: Making Changes 

(Use the arrow or cursor keys to move to the words or letters you want to change). 

1. Use the delete key to get rid of words or letters that are in front of your cursor. 

2. Use the backspace key to get rid of letterr or words that are behind your cursor. 



3. Use the enter key to add a blank line. 

4. To get rid of blank space or blank lines, move to the beginning of the spaces or line and hit 
the delete key. You may need to hit it several times, but doni get carried away. 

5. To add extra lines or blank space, use the enter key every time you want to end a 
paragraph or add a blank line. If you hit enter several times it will give you more blank space. 



To make words or sentences look different when printed... 



Use ALT F4 to "block" the words you want to change. Do it like this... 

-Go to the beginning of the word or words and hold the ALT key and hit the F4 key. 
This turns on the "block on" feature. Move the arrow keys to the right and "block" the 
word or words you want to change. 



1 



-Once you block the word or words, you can change the size or appearance by hitting 
CTRL-F8. (Hold control and hit F8). 



-CTRL-F8 lets you choose size or appearance, choose by numbers. You will then get 
some more options for specific size or appearance changes. Sorfie examples are Bold, 
Large, Underline and other changes. 



-After you make the change, the block disappears and you may not notice any change 
unless you print it out to paper or "view document' (see the next page). 




Word Perfect: Saving Your Work 

(See the last page if you want to save the work as you "exit" or quit Word Perfect) 



Saving the work as you go: 

□ If you want to "save" your work as you go, ( a good idea if the power goes out 
occasionally) hit the F10 key. You will be asked for the name of the document. If the 
name that WP gives you is the one you want, then hit [enter], otherwise, type in a new 
name. 



■rOne thing to remember... 

If WP puts a name for you to approve or change, don't answer with a Y or N. Only use the Y or the N 
when WP is aslcing you "Yes or No." 



How to find and "retrieve" your work so you can work on it: 
(this is when you come back at a later time and want to pick up where you left off. 

n If you are at the "blank" screen (WP is loaded and you are ready to "bring up" your work 
(file or document), make sure the "cursor" is in the upper left hand corner of the display and that if 
you have typed any lines, spaces or letters that you have deleted them. 

□ Now, hit the F5 key. WP will ask you "where" you want to look for your work. You will 
have your work on a disk in the "A Drive" so if WP shows you "A:\*.* in the lower left corner, just hit 
[enter] and it will show you a list of documents (or files) that you can choose from. 

□ If you only want to "look" at one of documents listed, just highlight the one you want by 
moving to it with the "arrow" keys and hitting the [enter]. While looking" you can go back to the 
list by hitting F7 

□ If you want to "retrieve" the document so you can work on it, pick the one you want by 
moving to it with the "arrow" keys and hitting the number 1 or an R for "retrieve." 



Word Perfect: F-keys to remember... 



Get Help use F3: 

When you use F3, you hit the F3 key. then a letter of the alphabet that will take you to the topic 
you need help with. (Word Perfect tells you this when you hit F3). 

For example, to find out about changing margins, hit F3 then the letter 'm' for margins. A list 
of topics starting with the letter 'm' is on the left side of the screen. Over on the right side, the screen 
list the keys you need to use to change the margins (for left and right margins, the list shows... 

SHFT-F8, 1 ,7 this means you hold the shift and hit F8 then hit choice 1 then choice 7.) 

Remember this! Before you try to change the margins or make any changes you must 'exit 
help' by hitting the enter key. Until you do this you will stay in help until you hit enter. 

Look at the disk, and file options using F5... 

Hit the F5 key and in the lower left corner it shows the disk directory (dir) Word Perfect is ready 
to show you. You can change this to "C:" or leave it as it is then hit <enter>. 

The screen shows a list of all the files on the disk or in that directory. 

Normally, you can retrieve by highlighting and hitting "1" to retrieve. 

But you can also delete, copy or move files by choosing one of the other choices. 

Use F7 to get out... 

F7 is like an escape key, it lets you get out of what you are doing. F1 also lets you cancel an 
action but you must use F7 to leave the program. 
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Word Perfect: Printing and' Leaving the program 
How to Print out your work to the printer: 



□ Hit shift F7 (push the shift key and while it's pushed down, push F7 key. The Print menu 
comes up. You must make sure the printer is online and is ready with paper. Check the Print menu 
for the "Select Printer" line. 

□ The printer shown must be the printer you have ready for your computer. You can change 
it by hitting "S" then choosing the correct printer. 

□ Now you can choose 1 or 2 to print either the whole document or just one page (the page 
you were just working on). Choose 6 if you want to View" how it will look before printing. 



How to 'Get Out or leave Word Perfect : 

□ Hit the R key, it's one of the function keys across the top or left side of your keyboard. 

□ WP, (Word Perfect) asks you if you want to save document? Yes (no),(your work, would you 
want to save it?). 

□ if you don't need to save any work you've done, just hit N for "no." Then WP will ask you 
If you want to "Exit WP? No (Yes)" Just hit Y for yes to leave (get out of) the program. 

□ if want to save your work, hit a "Y' for 'Yes." Then WP asks you "Document to be 

saved:" At this point, you either type in a name you want to use to identify the 
work (the "file" you are working on) or, it may have a name already there if you 
have given the work (file) a name in the past. 

□ To accept this name, just hit [enter]. Otherwise, type in a new name for this file. 

□ Now, it may ask you if you if you want to "replace" the document. If you want to "update" 
the document with the new work, then yes, you do want to "replace." If ycj want this to be a 
new document, different than one you worked on before, then hit N for "no" and type in a new 
name. 

□ Now, it asks you if you want to "Exit WP?" Just hit Y for yes, or N if you want to start 
working on another document. 
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Notes on Networking 



1. To get onto the network, you need two things... 

One: A PC that is connected to the "server" by a cable. 

Two: A "user name" that identifies who you are and "where" 
your areas are in the computer. 

2. About Security... 

Your Account... 

Your "area" and other's areas... 

You cannot "damage" the work of others while on the network. 

3. The "Log in"... 

Passwords... 

4. Selecting programs from the "menus" 

What you can choose... 

3.M 
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More about the Network 
Other options you can choose from the "Menus" 
Electronic Mail and Messages 
PathMinder 

"Where are you?" 

Getting at other things through Pathminder... 
Housekeeping... 

"Safe" Computing... "Viruses"... 



5274 completes 
lCrap analysis 

Scot Davidson 

)n September 24, members of the 8274 Cell 
i ted a new procedure of scrap analysis. 
L ^ team holds all scrap parts over a one 
lonth period As a group, they evaluate all 
: parts through inspection to determine 
liw defects. This is set into a Pareto chart for 
nalysis and action. 

i fint analysis revealed this pareto: 
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il ^oup agreed to tackle the top four 
oblems. Each problem was assigned to a 

i> member for a Quality Improvement 
cL The goal is to eliminate these 
3blems and eliminate the waste. 

il 2sting observations in the fint session: 

r dtside supplier's process is the likely 
4jisc of our number one scrap problem. 
Working with the supplier cm reduce the 
St of this defect. 



Many other hidden costs arc caused by 
2|"^p. Disassembly, cost of accounting, 
5ts of additional scrap parts, cost of 
handling and disposal all add to a bigger 

10 ste than seen on the *>urface* 
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Mike's View 



As we move into the 1990's and beyond, one oi the most important areas 
of involvement for all citizens of the world is the environment Warn is 
no exception. 

We need to continuously focus on the fact that, at Warn, protecting the 
enviiwoment is a high priority. We are pledged to eliminate or reduce 
our use of toxic substances and our generation of hazardous wastes 
wherever possible. When waste cannot be avoided, we are committed to 
recycling, treatment and disposal in ways that minimize undesirable 
effects on the air, water and land. 

It is our responsibilit)' to uphold and fulfill these ideals, noy pnly as indi- 
viduals, but as a corporate member of the community in which we live. I 
urge each and everyone of you to do your utmost to participate with us 
in helping to protea the environment for future generations. 





Do you have a question for Mike? G/v© him a call or drop him a line 
through intercompany mail. He'll be happy to discuss any question 
that you may have. 

« ' . / (> 



